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Open the WCU Home Page http://www.wcupa.edu

Select the myWCU tab on the home page and sign in with your user name and password. The
same one you use to access email and the campus network. Then click the Login button

@® Webma!'

Faculty Links 2

-~ Faculty Quick Links This Week at WCU
= Free Student Legal Service
= Faculty Center More.
B View My Advisees Wiew All Aticles and Sections.
= Student Services Center
= WCU Advisor Comments
= WCU Advisor Scheduling Flag
= Academic Recovery Plan
= Student Advisor
WCU Advisee List
My Class Roster
= Record My Grades
= WCU Athlete Mid-Sem Grades
= WCU Athlete Mid-Grd Report
= ROTC Mid-Semester Grades
= WCU Faculty Data Sheets
= Clear Students for Graduation
™= Show Students by Department
= What-If Report Selection

+  Class Information
+  Department Reports

»  Student Career

-

Enroll Students

-3

Service Indicators
+ Manage Student Finandials

+  Personal Information

Academic Calendar =
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http://www.wcupa.edu/

The myWCU logo is also the “Home” link
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Faculty/Admin. Self-Service
Campus Community
Student Admissions
Manage Student Records

v v

3 WCU Student Records » Y
Student Career
epartment Reports

VCU Display All Grades
Student Grades
Student Career
Student Program/Plan
VCU Mew Student View

Personal Informatio
Student Affairs
Library Links
Reporting Tools - 54
My Content
Portal Administration
PeopleTools
Faculiy/&dmin Quick Links
Libraries Website
Online Tutorials
Distance Ed. Classes
Search Class Schedule
Search Course Catalog
Mon Degree Online Application
Adrmissions Request
Information Request
Pay Admission Deposit
WCU Transfer Equivalencies

VCU Health and Safety
Campus Events Calendar
Cultural Events Calendar

VCU Web Mail
Desire2Learn

The Learning Connection A A
fork Order Request Drop Down Menu: Click on Main Menu - >

PeopleBooks SA 9.0 Click on Folder or Transaction Name
PeopleBooks Finance
FAQs for myWCl

VClI Homepage
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@
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=
o
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Student Program/Plan

Enter any information you have and click Search. Leave fiels [_"] Student Pxogram/Plan

Find an Existing Value [5] Term Histo
|
P aaroi e ,:1 Student Term\Search

|-] Student Milestoyes
E

WCU SR Show Cymment

ID: begins with « |
Academic Career: = v v
Student Career Nbr: = v |
Campus ID: begins with « I
National ID: begins with ~ |
Last Name: begins with ~ l
First Name: begins with ~ \

[“linclude History [_|Case Sensitive

Use the menu bar to easily access other folders

Search I Clear |Basic Search [g) Save Search Criteria or transactions




Faculty / Admin Self-Service - > Student Services Center

MainvMenu > Faculty/Adirl. Self-Service > Student Services Center

Favorites
w

Advisee's Student Center

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

Find an Existing Value
¥ Search Criteria
ID: begins with v | Q

Campus ID: begins with ~

Search by ID or Name

Last Name: begins with «

|
|
National ID: begins with v]
\
|
|

First Name: begins with ~

[ Case Sensitive

Search Clear |Basic Search [E Save Search Criteria

ID = six digit WCU ID w/ a leading zero (7 digits)
Campus ID = SAP id
National ID = Social Security number



Student Center Page

my advisees student center ][ general info “’ transfer credit ][ academics ]

Advisee Student Center

Eﬂﬂf zzdlines @ URL @ Gradebook Advisor parmission necessary
Class Schedule .
T E— Do not cancel Spring classes.

Tentative Classes 5 .
Elanner This Week's Schedule Do not cancel Fall classes.

Course History Class Schedule Activate Summer3 Account
Degree Progress Report ) MoWeFr 11:004M - Activate Sum2 Account
Grades [, GEO 101-03 Ry
View Unofficial Transcript LEC (4375) Aml:lerscm dall 207 SERTEES LT GIEEE S BT
T fer Credit B rt Activate 5 Acct at B
ransfer Credit Repo (1S 152-02 MoWeFr 2:00FM - ivate Sum at Bursar
E& LEC (3595 2:S0PM Activate Summer3 Account
Main Hall 313 Activate Sumz Account
MoWeFr 1:00PM - Activate Summer2 Account
En PEA 146-03 1:50PM -
. . . 9 |Ec(s671) Health Science Ctr Activate Sum2 Account
Get additional information on GYM1 Activate Sum Acct at Bursar
this student B, THA 110-01 Molyerr 10:00AM -
LEC (6331) E.C. Bull 111 details p-
MowWweFr S:00AM -
E& THA Z200-04 5:50AM

R E.Q. Bull 025 ¥ Enroliment Dates
MoWe 3:00PM -

THA 301-01
Ed 4:15PM
LEC (5233) E.O. Bull 021 Enrollment Appn'mtmqlelnt
. ¥ou may begin enrolling
[, THA419-01 ;'I";'—S"‘pﬁ'mp” - for the 2012 Summer 15t
9 e (6503) EIC- Bull 021 3-Week Session Regular
- B Academic Session session
h WOI 352-31 on March 5, 2012.
B \ .
I-:qﬂ LEC (2055) Room: TBA
details =

weekly schedule =

¥ Advisor
- .
Personal Information
_ Program Advisor

Contact Information Elizabeth Staruch

Demographic Data
510/426-3256 Ext 2356

Emergency Contact

Home Billing Address
Withheld Gretchen Studlien-Webb
510/436-3453
Home Phone Campus Email

i @wcupa.edu

Cl Return to Search) ENetify J

Personal information for the student is clearly displayed.



Class Schedule

my advisees student center W general info W transfer credit W

Click Continue

academics ]
Advisee Class Schedule
ele 2 2 o
Term Carear Institution

@ |2012 Spring Undergraduate West Chester University

-, |2012 5 1st 5-Week

[} - Summer &= == Undergraduates West Chester University

- |Bession

® 2012_ Summer 2nd 5-Wesk Undergraduate West Chester University

~ |Session

() |2012 Summer Post Session Undergraduats West Chester University

) |2012 Fall Undergraduate West Chester University

CONTINUE | 4—

_cancel | Select a Term

my advisees student center \I( general info 1( transfer credit W

Advisee Class Schedule

academics 1

Select Display Option

@ List View

) weekly Calendar View

2012 Spring | Undergraduate | West Chester University change term I

¥ Class Schedule Filter Options

Show Enrolled Classes Show Dropped Classes Show Waitlisted Classes filter I

GED 101-02 - World Geography Status:Enrollad

4375 | Component| Days & Times

43735 Lecture

Room
MoWeFr Anderson
11:00AM - Hall 207
11:508M

Instructor

Kristen
Crossney

HIS 152-02 - History of US II Status:Enrolled

2505 | Component Days & Timeas

2333 Lecture

Room

MoWeFr 2:00PM Main Hall 313 william Hewitt

- 2:50PM

PEA 146-03 - Pilates Status:Enrolled

5671 | Component| Days & Times

5671 Lecture

Room

MoWeFr 1:00PM Health
- 1:50PM Science Ctr
GYM1

Instructor

Instructor

Sarah Juric

gt:tr:'{E“d Grade| Deadlin
01/23/2012 - [
05/04/2012 o
Start/End 5
Date Grade| Daadlin
01/23/2012 - B
05/04/2012 o
Start/End _
Date Grade | Deadlin
01/23/2012 - e
05/04/2012 °



Course History

Credit Summary Box:

Cumulative Credits + Ungraded Credits — (Remedial + Duplicate Credits) = Adjusted Credits

Advisee Course History

Admitted Holds CumGPA TranCr CumCr + UngCr-{ Remed + DupCr ) = AdjCr
2085 MEN 3.269 114.00 15.00 0.00 3.00 120.000

Repeat Codes
NGPA - Mo Credits, Mot Included in GPA
| NCRD - Mo Credits | Included in GRA

REPT - Includes Creditz and in GP4&

Select Display Option Sort results by Term -
Hide courses from My Planner

Then by

-
C) Show courses from My Planner
sort I

AN
You can sort the results:
@Ta{e‘ﬁ <::'Trams"vtarret:l <> In Progress

Course Description Term Grade Units| Status |Repeat Code |Attributes |
MAT 103 Intro Mathematics 2008 Fall 0.00 @ NGPA

VOI 181 Class Vaoice 2008 Fall A 1.00 @

ITA 101 Elem Italian I 2008 Fall B+ 3.00 @

SPK 208 Public Speaking 2008 Fall A 3.00 @

THA 104 Stagecraft I 2008 Fall A 3.00 @

THA 103 Acting I 2008 Fall A 3.00 @

THA 1035 Stagecraft II 2009 Spring |B 3.00 @

THA 319 Music Theatre Repertoire 2009 Spring |A 3.00 @

WRT 120 Effactive Writing I 2009 Spring B- 3.00 @

DAN 233 Jazz Dance 11 2009 Spring |B+ 2.00 @

e aam History of Theatre and Drama [~ - . . ]
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Drop / Add/ Swap:

Dropping a Class
Adding a Class
Swap Classes
Overrides

11



Dropping a Class

Navigation: Manage Student Records - > Enroll Students - > Enrollment Request

Enter Student’s ID and Term and click the “Add” button

Enroliment Request

| Add a New Value

ID: \ j[}
Academic Career:  |UGRD|Q
Academic Institution: WCUPA/Q_

Term: [2135[Q

Find an Existing Value | Add a New Value

Select “Drop” as the Action

Click the magnifying glass to get the student’s schedule for the Class Number.
e Click on the check box to select the class to drop.
e Then click the yellow “submit” button.

Enrollment Request ID: 0000000000 Status: Pend ng @

User ID: TESTSTAF2 Operator Enroliment Access
Student Appointments Study List Term History
Enroliment Request Details Find | View Al First B 1 o1 I Last
Sequence Nbr: 1 Pending [+][=]
Drop h Action Reason: &
[C] override Action Date Action Date:
Wait List Okay

Class Nbr: ANT 102 01 Lecture Intro Anthro Cult
Regular Academic Session Undergraduate

Related Class 1:
Related Class 2:

Instructor ID:

Repeat Code: Transcript Note

(werride

You should get a “Success” status OR “Error” (review the error message on the bottom of

the page).

12



Adding a Class

Navigation: Manage Student Records - > Enroll Students - > Enrollment Request

Enter Student’s ID and Term and click the “Add” button

T o ° A j 1l LHL _ -
Favovrrtes Mavaenu > Manage Stugent Records > Enroll Sgudents > Enrolment Request

fddlr:

Enroliment Request

Academic Career: |UGRD|Q_
Academic Institution: WCUPA/Q,
Term: [2135|Q

Find an Existing Value | Add a New Value

Select “Enroll” as the Action

e Enter the class number - OR-
e Enter the subject/number/section in the box (e.g. PHY10001) and “tab-out” to see the

class.
e Then click the yellow “submit” button.

Enrollment RequestID: 0000000000 Status: Pend ng @
Operator Enroliment Access

User ID: TESTSTAF2

Student Appointments Study List Term History
Enroliment Request Details Find | View All First [ (] 1 of 1 n Last
Sequence Nbr: 1 Pending =
Enrall - Action Reason: Q
[] override Action Date Action Date:
[] wait List Okay

Class Nbr: | 3291Q PHY 100 01 Lecture Elements Phys Sci
PHY10
SubiClass/Sec Regular Academic Session  Undergraduate MWF 09:00-09:50

Related Class 1: Q
Related Class 2: Q

Instructor 1D:
Repeat Code: [ & FEEEmT

You should get a “Success” status OR “Error” (review the error message on the bottom of
the page).
13



Swap Classes

Navigation: Manage Student Records - > Enroll Students - > Enrollment Request

Enter Student’s ID and Term and click the “Add” button.

THive ot & 11114 f Sep .
Favovrmes Mainyenu > ManageStugentRecords > Enrthgudents > Enrolment Request

Enroliment Request

|| Add a New value

D: Q
Academic Career:  [UGRD|Q
Academic Institution: WCUPA Q_

Term: E:Q

Find an Existing Value | Add a New Value

Select “Swap Courses” as the Action

Click the magnifying glass to get the student’s schedule for the Class Number — OR - enter the
subject/number/section in the box (e.g. PHY10001) and “tab-out” to see the class. Then click the

yellow “submit” button.

Enroliment Request

*Please indicate whether you intend on Yes hd
being Full Time
West Chester University

Undergraduate UGRD Educational Sernices
Enrollment RequestID: 0000000000 Status: Pending

User ID: Operator Enroliment Access
Student Appointments Study List Term History
Enroliment Request Details ind | View Al Firtstn 1 of 1 ] Last
Sequence Nbr: 1 Pending =
Swap Courses e Action Reason: Q
[T override Action -

List Okay

Class Nbr: | 1007 & ANT 102 01 Lecture Intro Anthro Cult

Regular Academic Session Undergraduate
Change To: 1009 O ANT 102 02 MWF  Lecture Intro Anthro Cult
|_ 02:00-
AN 02:50
SubiClass/S
ubitlassisec Regular Academic Session Undergraduate

=

Related Class 2:

Instructor ID:

Repeat Code: Q Transcript Note

You should get a “Success” status OR “Error” (review the error message on the bottom of
the page).

14



Overrides

If you need to override a class due to an error message, click the appropriate override check box

and submit again. Do not click all check boxes.

For “Dept. Consent” error message, just check the box next to “Permission Number” and submit

again. You do not need to insert a permission number.

Override
O Grading Basis: Q Grade Input:
] Units Taken: 0.00 Course Count:
] Designation: Q
[7] Take Requirement Designation RD Grade:
@ Permission Nbr:
Additional Appointment [C] career [ closed Class [[] class Links
Overrides [[| Requisites ["] Service Indicator [] Time Conflict [ unit Load
[ Dynamic Dates
Drop This Class if Enrolled: Q.

ONLY OVERRIDE IF IT’S YOUR DEPARTMENT.

15



Class Permissions

16



Class Permissions:

Navigation: Manage Student Records - > Class Management - > Create Class Permission

Enter information for the course in which you would like to grant permissions and click the
Search button:

Favorites | Main Menu > Manage Student Records » Class Management > Create Class Permissions

Class Permissions

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

Find an Existing Value
* Search Criteria

Academic Institution: |= |WCLJF'A QY

Term: = W 12161 Q
Subject Area: = W IACC a,
Catalog Nbr: begins with 201

Academic Career: | = V| | ndergraduate v|

Campus: begins with IMAIN x |0
Description; beqgins with |
Course ID; begins with |
Course Offering Nbr: = S |
Academic Organization:| begins with V|

[ | case Sensitive

{ Search |} Clear |Elasi|:Sear|:h B save Search Criteria
S

feye

17



Enter the student’s ID number and press the Tab key:

Permission to Add Permission to

Course ID: 010100 Course Offering Nbr: 1

Academic Institution:  West Chester University

Term: 2016 Spring Undergrad

Subject Area: ACC Accounting

Catalog Nbr: 201 Financial Acct

Class Section Data Find | W \ First Bl 4 or2 O Last
Session: 1 Regular Academic Session Class Nbr: 4620 Class Status: Active
Class Section: 01 Campus: MAIN Class Type: Enrollment Section
Component: Lecture Instructor: Faughnan,Thomas J.

+ Student Specific Permissions
Class Permission Data Personalize | Find | B | 88 First B0 4 o1 I Lot

Last Updated Permission
Issued By Creation Date Last Upd Date | Status Use Date Expiration Date

TESTSTAFF2 |09/03/2015  |NotUsed 01/26/2016 [+ =l

& save | £ Return to Search

The student’s name is populated. The system automatically sets the expiration date as the last
day of the drop / add period. Administrators can decide to move the date ahead.

Permission to Add Permission to Drop

Course ID: 010100 Course Offering Nbr: 1
Academic Institution:  West Chester University
Term: 2016 Spring Undergrad
Subject Area: ACC Accounting
Catalog Nbr: 20 Financial Acct
Find | View Al First B0 1 o8 I Last
Session: 1 Regular Academic Session Class Hbr: 4620 Class Status: Active
Class Section: 01 Campus: MAIN Class Type: Enrollment Section
Component: Lecture Instructor: Faughnan,Thomas J.

+ Student Specific Permissions
Class Permission Data Personalize | Find | Bl First TN 4 or 1 N Last

Last Updated Permission
Issued By Creation Date |By Last Upd Date Use Date Expiration Date

0796715 Zimmerman,Alexandria E. TESTSTAFF2 |09/03/2015  |NotUsed 01/26/2016 [+ =

B save | £4 Return to Search

Permission to Add | Permission to Drop



If you are granting permissions for more than one student in the same class, click the plus sign to

add another row:

Permission to Add Permission to Drop

Course ID: 010100

Academic Institution:  West Chester University
Term: 2016 Spring

Subject Area: ACC

Catalog Nbr: 201

Course Offering Nbr: 1

Lndergrad
Accounting
Financial Acct

First BN 1 or3 I Last

Class Section Data

+ Student Specific Permissions
Class Permission Data

Comments

Izzued By

Session: 1 Regular Academic Session Class Nbr: 4620 Class Status: Active
Class Section: 01 Campus: MAIN Class Type: Enroliment Section
Component: Lecture Instructor: Faughnan,Thomas J.

Personalize | Find | E! First 4l 1-2 of 2 o Last

Permission
Use Date

Last Updated
Creation Date By

Last Upd Date |Status

Expiration Date

P
0796715 O |Zimmerman Alexandria E. |TESTSTAFF2 09/03/2015 | TESTSTAFF2 |09/03/2015  |NotUsed 01/26/2016 [=4 [=]
Q TESTSTAFF2 |09/03/2015 |TESTSTAFF2 |09/03/2015  |NotUsed 01/26/2016 [5 [=]
B save | L4 Return to Search
Permission to Add | Permission to Drop
Click the Permissions tab:
Permission to Add Permission to Drop
Course ID: 010100 Course Offering Nbr: 1
Academic Institution:  West Chester University
Term: 2016 Spring Undergrad
Subject Area: ACC Accounting
Catalog Nbr: 201 Financial Acct

Class Section Data

First B0 1 org O Last

+ Student Specific Permissions
Class Permission Nata

General Info I mission I

Clozed Class

Comments

0796715 Oy

Session: 1 Regular Academic Session
Class Section: 01 Campus: MAIN
Component: Lecture

Class Nbr: 4620 Class Status: Active
Class Type: Enrollment Section
Instructor: Faughnan Thomas J.

Perzonalize | Find | EX First 4] 1 of1 o Last

Consent

Required Unit Overload

Requisites Not Met

B save | £ Return to Search |

Permission to Add | Permission to Drop

19



Select the type of permission being granted (you can select more than one). Click the Save
button:

Permission to Add Permission to Drop

Course ID: 010100 Course Offering Nbr: 1

Academic Institution:  West Chester University

Term: 2016 Spring Undergrad

Subject Area: ACC Accounting

Catalog Nbr: 201 Financial Acct

Class Section Data Find | View Al First Bl 4 org I | gst

Session: 1 Regular Academic Session Class Nbr: 4620 Class Status: Active
Class Section: 0 Campus: MAIN Class Type: Enrollment Section
Component: Lecture Instructor: Faughnan,Thomas J.

+ Student Specific Permissions
Class Permission Data Personalize | Find | E | i First [ ¢ 1of1 n Last

Permission

Closed Class Requisites Hot Met

0796715 |Q ] ] O =l

& save | )5\ Return to Search |

Permission to Add | Permission to Drop

Permission Notification:

myWCU will automatically email students when permission has been added, edited, or deleted

for them.

The email informs the student of what class they have been given permission to and instructions

on how to register.

Emails are sent when the following actions occur:

e Permission created

o Permission is about to expire (expiration is 24 hours away)
e Permission has expired

e Permission has been deleted

o Permission has been changed

20



Viewing Class Permissions:

Navigation: Manage Student Records - > Class Management - > View Class Permission
Enter information for the course in which you would like to view permissions, then click the
Search button:

Class Permissions

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

Find an Existing Value
* Search Criteria

Academic Institution: |= W WCUPA Q

Term: = v 12015 Q,
Subject Area: = v lacC Q
Catalog Nbr: begins with \v|[201

Academic Career: | = V| | ndergraduate v|

Campus: begins with V|| Q
Description: begins with V“
Course ID: begins with W ||
Course Offering Nbr: = v| |
Academic Organization:| begins with V||

[ |casze Sensitive

( Search “ Clear |Elasi|:Sear|:h =] save Search Criteria
N

L L




The following information is visible via this page:

Student name & ID

The date the permission was created

Who last edited the permission (typically the person who entered the permission)
Date the permission was updated

Status (used, not used, used then dropped)

Date permission was used

Expiration date

The permission cannot be edited in any way via this page.

Fa\rty'rtes Mainvl\-'lenu > Manage Stugent Records » Class Manvagement s Wiew Class Permissions

Permission to Add Permission to Drop

Course ID: 010100 Course Offering Nbr: 1

Academic Institution:  West Chester University

Term: 2015 Fall Undergrad

Subject Area: ACC Accounting

Catalog Nbr: 20 Financial Acct

Class Section Data i First a 10100 Last

Session: 1 Regular Academic Session Class Nbr: 4282 Class Status:  Active
Class Section: 01 Campus: MAIN Class Type: Enrollment Section
Component: Lecture Instructor: Allen Bradley J.

+| Student Specific Permissions

Class Permission Data Personalize | Find | E First KW 4 or 1 I Last

Last Updated Permission
Issued By Creation Date By Last Upd Date | Status Use Date Expiration Date

08/24/2015 08/24/2015 08/24/2015 |08/21/2015

5] Save | &\ Return to Search

Permission to Add | Permission to Drop

Click the Permissions tab to view the type of permission granted:

Permission to Add Permission to Drop

Course ID: 010100 Course Offering Nbr: 9
Academic Institution:  \West Chester University
Term: 2015 Fall Undergrad
Subject Area: ACC Accounting
Catalog Nbr: 20 Financial Acct
s Section Data Find J First (] 1010 O Last
Session: 1 Regular Academic Session Class Nbr: 4282 Class Status: Active
Class Section: 01 Campus: MAIN Class Type: Enroliment Section
Component: Lecture Instructor: Allen Bradley J.

+ Student Specific Permissions
Class Permission Data Personalize | Find | First I 4 of 1 I Last
General Info I rmission I Comments
e ——

Consent Career Permission Time

Requisites Not Met | Required Restriction Period Unit Overload

5] ave | S\ Return to Search |

Flmrmninmminm dn Add | Plnconinminm dn Pieae

22



Reports:

Advisor Report
WCU Major / Plan Report
Graduation Applicants Report

23



Advisor Report

Navigation: Manage Student Records - > Department Reports - > Advisor Report

The FIRST time you run this process (report) select “Add a New Value”

Favorites | Main Menu > Manage Student Records : Department Reports > WCU Advisor Report

WCU Advisor List

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

Find an Existing Value | Add a Mew Value '

—  —————=

* Search Criteria

Search by: Run Control ID begins with |
[" case Sensitive

Search |Am'an|:ed Search

WCU Advisor List

Eind an Existing Value Add a New Value

Run Control ID:|dIa'u'erty

Add

Find an Existing Yalue | Add a Mew Value

Enter your own Run
Control ID. You can use
your first initial last
name; no spaces.

Click the Add button

IMPORTANT! After you have selected your Run Control ID, you simply enter it for any

future reports.

24



1. Enter the fields with the parameters you desire for your report.

2. Then click the “RUN” button

WCLU Advising List

Run Control ID:  DLAVERTY Report Manager F'rnc:essrdonit:( Run |

Advisor List

Career: Undergraduate -

Department: At

Term: (2121 &
Advisor Role: -

F save | £\ Return to Search | E'q.ﬁkdcll JE|Update/Dizplay

Process Scheduler Request

User ID: Run Control ID: DLAVERTY
Server Name: *  Run Date: 02i21/2012 El
Recurrence: *  Run Time: 9:38:544M Reset to Current Date/Time |

Time Zone: Q

Process List

sclect |Description Process Hame Process Type Tuns |‘FG:::3f Distribution

Department Advisees List WCUADVIS SOR Report -~ PDF ~) Distribution

WCUNOADV + Distribution

List Students With Mo Advisor SCR Report

m Cancel |
N

3. Select the check box for the option you desire. Select “Email” for type and “PDF” as format.

4. Click the “OK” button.

You will be returned to the previous page.

25



When the process runs successfully, the report will be emailed to your WCU email account.

This is the way it will look in your email account.

H [ || From

Subject

4 Date: Today
] 1 psweb@wcupa.edu
ollak; }

_\] =T
.~y Cavaliere, Jessica M RE: calendar
m}: il Cavaliere, Jessica M RE: calendar

P

it naoel
=

I

Output from WCUADVIS (#1357458)

Open the email.

Double click on the PDF attachment.

From: psweb@woupa.edu

To: Laverty, Darlene

Coc

Subject: Cutput from WCUADWIS [#1357458)
] Message | - WCUADVIS_1357455_2.PDF (40 KE)

Message from Process Scheduler running on system PSSAAPPTRN1-64, using database STRN:

Click the printer icon to print the PDF file.

i WCUADVIS_1357458_2.PDF - Adobe Reader

File Edit View Document Tools Window

Help

&

#) 66.7% ~

-
[+

g4 Find

@@v @ $ 1 /16
=]

EEEFEEE2ERAE R
i =28 33

I

¥

Fage:l
Rdvisor: Eaker.Johm

m Hava

- ]

b g -y

b B

- - s &

s . - -

R B

s o e

o .

L e =

o ——

B

Ahrizor Flam

AldE Shadic Avks BA
Al0E Chadic Aves EA
Al0E Chadic Aves FA
Al0d Shadic Avks Ba
Al0E Chadic Aves EA
AldE Shadic Avks BA
Flan Shadio Arks FFR
Flan Shadic Arks FFR
Flan Shudic Arks FFR
Flan Stadic Arks FFR
Flan Shudic Arks FFR
Flan Shadio Arks FFR
Flan Studic Arks FFR
Flan Shadio Arks FFR
Flan Shadio Arks FFR
Flan Shudic Arks FFR
Flan Shadio Arks FFR
Flan Shadic Arks FFR
Flan Shudic Arks FFR
Flan Stadic Arks FFR
Flan Shudic Arks FFR
Flan Shadio Arks FFR
Flan Studic Arks FFR
Flan Shadio Arks FFR
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E3.00 S0.nn
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E3.00 FZ.00
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000 15,00
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.00 1c.00
000 15,00
1E.00 F1.00
.00 1c.00

000 FZ.00
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26



WCU Major / Plan Report
This report provides the user with a list and labels of students in a particular Plan (Major).

Navigation: Manage Student Records - > Department Reports - > WCU Major/Plan
Report.

Enter your Run Control ID and click Search.

IMPORTANT! The FIRST time you run a report, you must create your Run Control ID by

clicking on the link to “Add a New Value”. Then enter your Run Control ID and click the “Add”
button.

Favorites | Main Menu > Manage Student Records » Department Reports > WU Major/Plan Report

WCU Plan/Major Report

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

Find an Existing Value
~ Search Criteria

Search by: Run Control ID begins with

[[Icase sensitive

( Search | Jdvanced Search

Find an Existing Value | Add a New Value

Wecu Plan/Major report

Run Control ID:  DLAVERTY Eeport Manager Process I'-amnimr@

Academic Plan Report/Labels

Produces a list and set of labels for the plan
(major or minor) selected.

Term: 12121

Academic Plan: [*102

Save | 4 Return to Search =4 Add
=

Enter the Term and Academic Plan code. Use the magnifying glass to search for the Plan (Major
or Minor) code if necessary. Then, click the “Run” button.
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Process Scheduler Request

User ID: Run Control ID: DLAVERTY
Server Name: *  Run Date: 02i21/2012 El
Recurrence: *  Run Time: 10:17:20AM Resetto Current Date/Time |

Time Zone: Q

Process List

Select |Description Process Name Process Type I*Tw": |:Fc-r:7:e! Distribution

WCUMAJOR WCUMAIOR SOR Report [EE -~ POF ~ Distribution

@‘ Cancel |

Select “Email” as your type and “PDF” as your Format.

Then click OK.

When the process runs successfully, the report will be emailed to your WCU email account.

1 1 psweb@wcupa.edu Qutput hm
[—4 I psweb@woipa.edu oot from 57458)

[~ Pollak, Edward (Retired) RE: Are emeriti people too?
[~ Cavaliere, Jessica M RE: calendar

Click the PDF attachment to open.

From: psweb@woupa.edu

To: Laverty, Darlene

Cc

Subject: Cutput from WCUMAJOR [#1357461)

-] Message | %) WCUMAJOR_1357461_1.PDF (5 KB) %) WCUMAJOR_1357461_2.PDF 6 KE)

Message from Process Scheduler running on system PSSAAPPTRN1-64, using database STRN:
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Labels

T WCUMAJOR._1357461_1.PDF - Adobe Reader

|Fi|E Edit View Document Tools Window Help

B Siee s

&

*

100% - @ = e | Find

k10z/anthropology BR
A —
£ - - 5

Springfield, PA 19064

mloz/enthropslogy BR
N L

Bala Oynwyd, PR 19004

mloz/enthropslogy BR
[ reap—
wat 4 3o P watiise

Downingtown, DR 193235

mloz/anthropology BA
s S gl
T L
Langhorne, PR 13047

mloz/anthropolaogy BA
T P

Soatesville, PA 19320

mloz/enthropology BR
L. tais &
i B

Wynnewsosd, PR 19096

Rmloz/Enthropolagy BR
2 b RoakuhEie
Hdatl e S0 L e

Malwern, PA 19355

Rmloz/Enthropolagy BR
845 b i A
sota-Beoi e Hale @

Bala Cyhwyd, PR 193004

mloz/anthropology B

Upper Elack Eddy, Ph 18572

mloz/anthropolodgy B

ras @ e

thiladelphia, Pa 19133

moz/mthropology BR

asllegeville, PR 19426

mloz/mnthropslogy BR
$i 7 A heTel @

Kennett Seqaare, PR 19348

mloz/mnthropslogy BR

YR ST

Clarksvllle MD 2lusd

mloz/anthropology BA

- e = opl

Malvern, PA 19355

mloz/anthropolody BA
bt & ool W + - m

Peach Botbom, PR 17563

Report - The report displays students’ ID, Name, Plan, Cum GPA and Total Cum Credits.

WEST CHESTER UNIVEREITY
List of Students by Plan/Curriculum
Page: 1
0z2/21/2012
D Mame Plan Cum GPR Total

Cum Cred

) n102/anthropology BA 3.18 114,00
2102/Anthropology B 3. 14 107. 00
2102/anthropology BA 4.00 51,00
nl02/mnthroepology Bh 2.68 53,00
Aloz2/anthrepology BA 2.91 85,00
2102/Anthropology B 3.98 132. 00
2102/anthropology BA 2.74 54, 00
al02/anthropology BA 0.00 63,00
nloz/anthrepology Bh 3.60 78.00
Aloz/anthrepology BA 32,58 .00
2102/Anthropology B 3.80 45.00
al02/anthropology BA 3.00 83,00
nl02/mnthroepology Bh 3.45 75.00
Aloz2/anthrepology BA Q.00 Q.00
2102/Anthropology B 1.42 5. 00
2102/anthropology BA 2.91 78.00
al02/anthropology Bh 3.58 105, 00
nloz/anthrepology Bh 0.00 7400
Aloz/anthrepology BA 3.12 63,00
2102/anthropology BA 3.21 G400
al02/anthropology BA 3.54 81,00
nl02/mnthroepology Bh 2.13 18. 00
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WCU Graduation Applicants Report for Departments

This Report allows you to get the list of students in a major or minor who have applied for
graduation. The user can request the report by plan code (e.g. S135).

We recommend running the report by plan code rather than dept. If you run the report by
department, make sure the plan code field is BLANK! Use the plan code option OR the
department drop down box. Do not use both for one report request. You will get no results!

Also, it will make it easier to get your list for the minors that your department may offer.

Navigation: Manage Student Records - >Department Reports - >WCU Graduation Applicants-
Dept.

Favorites = Main Menu > Manage Student Records > Department Reports » WCU Graduation Applicants-Dept

Enter your Run Control ID
WCU Graduation Applicants (username) and click the yellow
“Search” button.
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

If you are running a report for

Find an Existing Value the first time you must click on
g »
~ Search Criteria ‘Add a New Value” and enter

your Run Control ID.

Search by: Run Control ID begins with |

[[Icase sensitive

Search | Advanced Search

Here is what the report page looks like: 5. Click the yellow “RUN” button

Wecu Sr Grad Apl Dp l

Run Control ID:  DLAVERTY Report Manager F'rocessrﬂon

Graduation Applicants Report 1. Enter the graduation Term

Report Parameters

Term: 2121 Q
3. Leave the “Since )
Undergraduate - Select Academic Department to get all
Date” field B]:‘ANK Career. majors in a department OR insert plan code
to get all applicants! to get minars or a specific majaor list.
. For example:
artment: M
: Inser plan code 5135 for all Health Physical
Education Majors
cademic Plan: [A102 Q Insert plan code Q053 for all Coaching
Minars
_ i OR
Since Date: Use the Academic Department drop down
box to get all majors inthe department
ChkoutStat: ~pplied for Graduation -
2. Plan Code option: Insert the plan code
here (e.g. A102).
& Save | S\ Return to Search 4. Select:

Applied for Graduation Remember - if you enter a plan code in this
field, make sure the DEPARTMENT field is
BLANK! 30



The next page you see will allow you to have the report emailed to your WCU email account.
Select EMAIL for “Type” and CSV for “Format”

Click OK.

Process Scheduler Request

User ID: Run Control ID: DLAVERTY
Server Name: ~  Run Date: 02iz2iz012 e
Recurrence: *  Run Time: 8:56:32AM Resetto Current DateiTime |

Time Zone: Q

Process List

Select |Description Process Name Process Type Mvoe |’Format Distribution

WCGRADDP WCGRADDP SOR Report Email - +*  Nistribution

ml Cancel |

The report will come to your WCU email account in a few minutes:

1 [ 10| From Subject

4 Date: Today

-1 Il psweb@wcupa.edu Output from WCGRADD@

= [ il W

= Dungee; RE—Suestor

Open the email and click on the attachment:

From: psweb@woupa.edu

To: Laverty, Darlene

Cc

Subject: Cutput DOP (#1357473)

-] Message | E5] WCGRADDP_1357473.csv (L KB}

Message from Process Scheduler running on system PSSAAPPTRN1-64, using database S5TRN:
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AW T L WCGRADDP_1357473.csv [Read-Only] - Microsoft Excel T ——
Home Insert Page Layout Formulas Data Review View
EEg _ ] ] S B
j * Calibri 1l AN == 8 = Custom - i_i‘l #ﬁ Q 5= Insert
— By~ . 3 Delete
Paste B 7 U~ == : - % - %y s | %0 .00 Conditional Format  Cell =
- 7 - @ ° o >0 Formatting = as Table ~ Styles + LEjFormat
Clipboard = Font = Alignment = Mumber Fl Styles Cells
Al - fe | 2/22/2012
A B c D E F G H | J K L

1 22-Feb-12|WEST CHESTER UM Page:1
2 |Undergraduate Applicants for Graduation for Term: 2121
3 |Anthropology & Sociology

a4 Ccum Total Admt Req

5 |ID Name Plan GPA Adjd Term  Term  Status
& o Anthropol 3.18 120 2085 2081 In Review
7 - Anthropol 3.98 138 2101 2101 In Review
8 Anthropol 2.88 145 2075 2101 In Review
9 i ' Anthropol 3.12 121 2085 2085 In Review
10 Anthropol 3.2 120 2085 2092 Applied
11 postens ’ Anthropol 3.49 120 2085 2092 Applied
12 ; - ’ Anthropol 2.35 99 2085 2085 In Review
13 Anthropol 2.2 134 2081 2081 In Review
14 - Anthropol 3.03 185 2085 2092 In Review
15 Pl Sllscessisiee. | Anthroool 3.83 131 2105 2105 In Review

The document will be in an Excel spreadsheet:

Save it (give it a name) for your file.

Enter your “Yes” or “No” in the column provided.

Enter Comments in the column provided.

Save it and send it back via email to your graduation contact in the Registrar’s
office.
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Advisors:

Assigning Students to an Advisor
Changing an Advisor
Advisor Comments for a Degree Progress Report
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Assigning Students to an Advisor

Navigate to Student Advisor.
Navigation: Faculty/Admin Self Service - > Student Advisor

Enter the Student’s ID or search by name:

Fa*.fl:‘urr'rtes Main‘l:ﬂenu = Facuﬂ:yfhdmia. Self-Service > Student Advisor

Student Advisor

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

Find an Existing Value

* Search Criteria

1Dy begins with - |D123¢55|

Campus ID: begins with - |

National ID: begins with ~ |

Last Hame: begins with v|

First Name: begins with v|

clude History [ |Case Sensitive

ﬁe_am Clear |Elasi|:Sear|:h [E] Save Search Criteria
<

Check the “Include History” box.

Click the “Search” button
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Assigning an Advisor for the First Time
The current date will be reflected on the page as the effective date

Enter the required information in the fields or use the magnifying glass to search and select:
e Academic Career: UGRD or GRAD
e Academic Program (e.g. UARTS)
e Academic Plan (major)
e Academic Advisor (faculty id, use the magnifying glass to search by name)
All fields should be populated!

SAVE!
Don’t forget to use the magnifying glass to search for each of these fields if needed. By clicking
on the magnifying glass and then clicking on the yellow lookup button, you can simply select the

correct field for the student.

Click the SAVE button at the bottom of the page.

Student Advisor

Find | View Al First [ 4] 1of1 o Last

*Academic Institution: WCUPA U west Chester University (=]
“Effective Date: 0212212012 E
Find | View Al First [ 4] 1of1 )| Last
*Advisor Role: Advisor v *Advisor Number: |_1 (=
*Academic Career; UGRD Q Undergraduate
*Academic Program: UBUSP . UGRD Bus. & Public Affairs
Academic Plan: 1455 Q Pre-Business:Management BS
Academic Advisor: —— Q McGee Charles
Committee:
[ Advised by Committee [T Must Approve Enroliment
[ Must Approve Graduation Graduation Approved

@ Return to Search | Update/Display | 2

Use the Return to Search button to add a new student

IMPORTANT! Advisor Number 1 is the advisor who will have the student on their
advisee list!
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Changing an Advisor

First, enter a new effective date (click the “+” button at the top of the page)
This will give you the current date.

OVERWRITE the required information in the fields: (Do NOT hit the “+” button and add
a new row!)

e Academic Career: UGRD or GRAD

e Academic Program (e.g. UARTS)

e Academic Plan (major)

e Academic Advisor (faculty id, use the magnifying glass to search by name)
All fields should be populated!

SAVE!
Student Advisor
Find | Wiew Al First 4] 10f1 n Last
*Academic Institution: WCUFPA Q West Chester University =
*Effective Date: 01/10/2012 £
Find | Wiews Al
*Advisor Role: Aduisor e *Advisor Number: 1 =
*Academic Career: UGRD Q Undergraduate
*Academic Program: UBUSF & UGRD Bus. & Public Affairs
Academic Plan: M455 Q. Pre-Business:Management BS
Academic Advisor: L Q McGee,Charles
Committee:
[] Advised by Committee [ Must Approve Enroliment
Must Approve Graduation Graduation Approved
O
& Save | & Return to Search | FlUpdate/Display | & Includs Histan
Student Advisor

Find | Wiew Al First n 10of2 o Last

*Academic Institution: WCUPA Q West Chester University =
P : . 0212212012
Effective Date: 5 You only need to
Find | View Al First | ey - hit this + button if
*Advisor Role: Advisor T *Advisor Number: 1 )] |l Youare "flddmg a
e a— new advisor
*Academic Career: UGRD Q Undergraduate “role”. For
*Academic Program: uBuSP Q. UGRD Bus. & Public Affairs example, adding a
Academic Plan: 455 Q. Pre-Business:Management BS minor advisor.
Academic Advisor: anianins S PeriDavidF.
Committee:
["] Advised by Committee ["] Must Approve Enrollment
[ must Approve Graduation Graduation Approved

@Raurn to Search | J Update/Display | £ Include Histor
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Advisor Comments for a Degree Progress Report
This page will allow you to insert comments on the academic advisement report.
The comments will become a permanent part of the student’s academic advisement report. All

comments are date stamped automatically and carry the name of the advisor who inserted them.
All comments can be viewed by anyone who has the security to run a degree progress transcript.

IMPORTANT NOTE: You cannot delete a comment. You can only add a new comment! An
automatic email will be sent to the student indicating that you have inserted a comment.

Navigation: Faculty/Admin Self Service - >SWCU Advisor Comments

Favorites | Main Menu » Faculty/Admin. Seff-Service >  WOCU Advisor Comments

-

WCU Advisor Comments

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

Find an Existing Value | Add a Mew Value

* Search Criteria

ID: begins with ~ | [}
Sequence Number: = - |
Last Hame: beqgins with v|
First Hame: beqgins with v|
Search | Clear |Elasit: Search Save Search Criteria

To insert a new comment, select “Add a New Value”.
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WCU Advisor Comments

Find an Existing Value Add a New Value

Enter the student’s ID and click the “Add” button.

I 0123456 Q, ¢

Sequence Number: 0 Ignore the Sequence Number field.

Add

Find an Existing Value | Add a New Value

WCU Advisor Comment
1} *
Comment DateTime: 0272212012 11:01:23AM
*Administrative Function: | GEMN General
*Academic Institution: West Chester University
*Comment Category: ADVIS
Comment Data
Comment ID: Laverty,Darlene
Type your comments and
Comment Date: 0212212012 - click the “Save” button.
LTEs Type your comments in this field and then click the “SAVE™ button. A/

Comment Length 00000 Advisor Comment must be less than 256 characters.

E““ =

Update/Display
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Degree Progress Report:

The Degree Progress Report (DPR)
The PDF Version
Course History Page
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The Degree Progress Report

The Degree Progress Report (DPR) in PeopleSoft is interactive.

1. The user is able to collapse or expand sections of the DPR.

2. Most importantly, it will allow students to enroll directly from the academic requirements

and courses listed on their Degree Progress Report.*
3. There is a “Course History” page on the PDF version of the Degree Progress Report.

*This enrollment functionality will make it critical for academic departments to update their
degree audit for accuracy for the students’ scheduling ease.

Navigation: Faculty/Admin Self Service - >Student Services Center

Advisee's Student Center

Find an Existing Value

Favorites | Main Menu > Faculty/Admin. Sel-Service » Student Services Center

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

* Search Criteria

ID: begins with - | @

Campus ID: begins with -

Last Name: begins with -

|
|
National ID: begins with ~ |
|
|

First Name: begins with ~

[[Icase Sensitive

Search | Clear |EIasicSearch [E] save Search Criteria

my advisees student center ]( general info ]( transfer credit ]F_

Advisee Student Center

~ Academics

Class Schedule BD=adlines =T =
Tentative Classes

Elznner

Class Schedule

Dearee Prograss Report GEO 10102 MoWeFr 11:00AM -
- - S LEC (4373 11:50AM
View Unofficial Transcript Anderson Hall 207

Transfer Credit Report
fansfer Liedit Repo uis 152-02 MoWeFr 2:00PM -
2:50PM

ta LEC (3595)
Main Hall 313

MoWeFr 1:00PM -

[, PEA 146-03 1:500M
9 Lec (se71) Health Science Ctr
GrM1
E‘ﬂ THA 110-01 MoWeFr 10:00AM -
| Lec (8331) 10:50AM
E.O. Bull 111
s, |THA 200-04 MoWeFr 9:00AM -
0 || aB (6323) 9:50AM
E.O. Bull 025
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( my advisees ]( student center ]( general info ]( transfer credit ]( academics ]

Advisee Requirements

Request the PDF version

Total Credit Summary Box:

West Chester University | Undergraduate l Displays total adjusted credits

towards graduation.
View Report as PDF | *

Admitted Holds CumGPA TranCr CumCr + UngCr-{ Remed + DupCr ) = AdjCr

UGRD 20835 NEN 3.269 114.00 19.00 0.00 3.00 130.000
Hon-Course Milestones Milestones display.
Milestone Effective Date Complete Date Completed +—
TRLT40CRS os/0z2/2010 Completed og/oz/2010
Advisor Comments
Advisor Comments display.
Added by: Date Comment

graduation review:Need to schedule 3 crs
Behavorial Science, need total 6 crs

1 Kluka,Lillian og/zz2/2011 Humanities taking PHI1280 and schedule 2
crs more. Taking 2 crs science C5C110 fall
2011.

WARNING (Undergraduates only): “our record may display as "Satisfied” but there could be duplicate course issues; the same
course may not be used to fulfil both requirements in the following areas: < .
Y A : Warning message

always displays telling
students / advisors

— The course for your Behavioral’Social Sciences requirement and Culture Cluster requirement cannot be the same.

collapse all | I | that duplicate courses
Each area may not be used in
can be l@ITal-cen <>In Progress *Planned these Gen Ed areas.
collapsed or
expanded by  [ERETEC IR
clicking on

the arrow. ¥ UGRD Gen. Ed. Requirements
Expand to
see more L Diversity/lnterdisciplinary

details.
—_— ¥ Foreign Languages

Not Satisfied: Foreign Languages - Some majors require completing a language through the
202 level; others offer the culture cluster option with a language. Culture Cluster courses may
not be used to fulfill Behav/Soc Sciences requirement.

French Language

Mot Satisfied: French Language - Students who test out of the 101 level may display as
not having met the requirement. Advisors are encouraged to insert a comment indicating
the 101 level was waived.

~ French Elementa ry

Not Satisfied: French Elementary
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PDF version
If you click on the “View Report as PDF” button you will see the following page
Choose Report Type

Choose Report Type

Entire Report (Satisfied and Not Satisfied)

Only Not Satisfied Requirements
OK | Cancel |

Print the entire report as a PDF OR only the “Not Satisfied” Requirements. If you select
the “Not Satisfied” version, be aware of the red warning message regarding duplicate
courses.

The following warning displays after a selection is made.

Advisement Report Printing (20000,650)

If printing your degree progress reportto a public or shared printer, be aware the printout will show your name, |ID# , and grades.
oK | Cancel

The pdf will then open, in color, and you can print as needed.

Academic Advisement
Courses Used
Temn SubjectiCa# | Course Title [ Grade | Units | Type
Programs Requirement Term 11 Spring | WRT | 200 | Crilical Writing [ B+ 3.00 EN
Career 2010 Spring
UG RD Visual & Perform. Arts Program 2010 Spring Iathematics (Gen Ed)
Theatre: Mus Thtre BA Major 2010 Spring i sf i Mathematics (3 Semester Hours)
Dance (Performance) MINOR Minor 2010 Summer 1st 5
Week Session Mathematics
Satisfied: Mathematics
Credit Summary Mote: MAT 101 and MAT 102 are required for Early Grade Prep and Middle Grade Prep majors
Admitted | Cum | Tran ‘ Cum ‘ Ung (Remed | = DupCr) | = Adicr ‘ ok
GPA | Cr Cr+ Cr -
| 2088 [ 3266 [ 000 | {1400 | f8.00 | 0.00 [ 300 | 130.000 | Courses Used
. [Temm | SubjectiCat# | Course Title [ Grade | Units | Type |
Advisor Comments [T0Sping | MAT | 103 | Tt Mathematics o |
Comments Added by: | Comment Dt Comments
Kluka, Lilian 092272011 graduation reviewNeed to schedule 3 s Communications (Gen Ed)
Behavorial Science, need total B crs Humanities isfied:
taking PHI80 and schedule 3 crs more. Taking Satisfied: Fublic Speaking'Communications (3 Semester Hours)
3 crg seience CSC110 fall 2011, Public K I
. Satisfied: Public Speaking/Communications - Please Note: Beginning Fall 2005 COM 216
Non-Course Milestones and COM 101 do not meet this gen ed requirement
Milestone [ Efrat [ Complete [Datec I Courses that meet this requirerment beginhing with Fall 2005: SPK 208, SFK 230, SPK 199
TRLT40CRS | om2izon0 v | 09mziz010 |
120 Credit Units Satisfied _ Courses Used _
[Temn | Subject/Ca# | Course Title | Grade | Units | Type |
120 Credit Units | U8Fall | SPK [ 208 | Puhlic Speaking [ |00 [EN |

Satisfied: Satisfactory completion of a minimum of 120 semester hours. Sciences (Gen Ed

UGRD Gen. Ed. Reguirements Satisfied Satisfied: Sciences (6 Semester Hours) Select one course from two different areas. Courses
rmust be selected from outside of the student's major department

English Compesition (Gen Ed)

Satisfied: English Composition - Complete WRT 120 OR have SAT Wiiling Score greater than

610. Also complete one course at the WRT 200 level

Computer Science
Satisfied: Computer Science: Recormmended CSC 110 or CSC 115 or CSC 141 (C8W courses
do not county

WRT 120 or WRT 100 T course
Satisfied: WRT 120 or WRT 100 T course

Courses Used
Temn SubjectiCat¥ | Course Title [ Grade [ units [ Type
11 Fall CSC | 110 | Fundament of C5C [IE] 300 [ EN
Courses Used

Term | Subject’Cat# | Course Title [Grade | Units | Type | Earth Seience
05 8pring | WRT [ T20 | Effective Riiting T [B [300 TEN |  satisried: Earth Science: Recammended ESS 101 or ESS 111 of ESS 170 or ESS 130

WRT 200 level course

Satisfied: WRT 200 level course - Complete 1 WRT course at 200 level Courses Used

WARNING (Undergraduates only): Your record may display as 'Satisfied’ but there could be duplicate course issues, the same course may not be used to fulfill both requirements Page 1 of §
inthe following areas:
-- The course foryour BehavioralfSocial Sciences requirement and Culture Cluster requirement cannot be the same.



Course

The “Course History” page is the last page of the PDF version and it replaces the transcript

portion

History Page on PDF version

on the old DPR.

Course History
Temn Subject/ Cat Nbr Title Grade | Units Type RptCd Attribute {I=Interdisciplinary; J=Diversity; W=\Witing Emph asis:
F=F oreign Language Culture Clusten
0& Fall ITA 101 Elem Italian | B+ 3.00 Er
0& Fall bt AT 103 Intro M athematics F 0.00 Er MGPA
0a Fall SP 208 Fublic Speaking A 3.00 EM
02 Fall THA 103 Acting | A 3.00 EM
0z Fall THA 104 Stagecraft | A 3.00 EM
02 Fall WOl 181 Class Voice A 1.00 EN
U4 5pring DAN 130 M ovement for Perfarmance 5+ 3.00 EN
09 Spring DAM 233 Jazz Dance |l B+ 2.00 EMN
09 Spring THA 105 Stagecraft [l B .00 EN
09 Spring THA 113 History of Theatre and Drarma | A 3.00 ER
049 Spring THA 318 Music Theatre Repertaire A 3.00 EM
049 Spring Vol 182 Class Woice A 1.00 EM
049 Spring WYRT 120 Effective Writing | B- 3.00 ER
04 Fall FRE 201 Inter Fr | (Tradit B 3.00 EM
04 Fall THA 118 W oice for the Perf A 3.00 EM
09 Fall THA 200 Theatre Practicum A 1.00 EM
09 Fall THA 203 Acting 11 A= 3.00 EM
04 Fall THA 221 Music Theatre | B+ 1.00 EN
09 Fall THA 306 Higtory of Theatrel Drama ll B- 3.00 EN MW riting Emphasis
04 Fall THA 4949 Thealre Seminar A 3.00 ERN
04 Fall Vol 151 % oi Minor {Theatr) A 1.00 Er
10 Spring DAMN 134 Beginner's Ballet A- 3.00 ER
10 Spring W AT 103 Intro Mathematics [u] 3.00 ER REFT
10 Spring FSY 100 Intro P=y chology C- 3.00 ER
10 Spring THA 200 Theatre Practicum A 1.00 ER
10 5pring | THA 307 History of TheatrefDrarna Il B .00 EN (A Ting Emphasis
10 Spring THA 321 husic Theatre |l B 1.00 EM
10 Spring THA 418 fMusic Theatre Repertoire A 3.00 EM
10 Spring YOI 162 W oi Minar (Theatr) A 1.00 EMN
10 Fall DAMN 210 The Dancer's Body B 3.00 EN
10 Fall CDAMN 234 Ballet || B- 2.00 EMN
10 Fall DAMN 344 History of Dance C+ 3.00 EM MW riting Emphasis
10 Fall E55 111 General Astronomy 8] 3.00 EM
10 Fall FHI 180 Intro to Ethics i 0.00 Er
10 Fall THA 200 Theatre Practicum A- 2.00 EM
10 Fall THA 303 Acting 11 A 3.00 EM
10 Fall Vol 251 ' oi Minor (Theatr) A 1.00 EM
11 Spring CLS 201 Clas Greco Roman Myth 20th © i 0.00 EM
11 Spring DAMN 205 I miprovisation B+ 2.00 EN
11 Spring FRE 202 Inter Fr Il (Tradi B 3.00 EN
11 Spring THA 116 Costume Construct B 3.00 EN
11 Spring | THA 406 Acting 1Y A 3.00 EMN
11 Bpring WOl 252 W oi Minar (THeatr) A 1.00 ER
WARMING {(Undergraduates only): vour record may display as 'Satisfied’ but there could be duplicate course issues; the same course may not be used to fulfill hoth requirements Fage 8 of 9

inthe following areas:
-- The course foryour BehavioralfSocial Sciences reguirement and Culture Cluster requirement cannot be the sarme.
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Class Information:

Academic Plans by Department
Show Class Sections by Department
Show Class Sections by Professor
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Academic Plans by Department

Navigation: Manage Student Records - > Class Information - > WCU Academic Plans by Dept.

Enter the department code and click the yellow search button.

WCU - Plans by Department

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

Find an Existing Value

v Search Criteria

Search by: Academic Organization v begins with |

p dvanced Search

If you are unsure of the department, click the search button to see all.

Search Results

Wiew Al First ] 1-51 of 51 [ Last
Academic Organization |Description

ACC Accounting

AMNT Anthropology & Sociology
APM Applied Music

ART Art

BIO Biology

CAT Cataloging - Processing
CEE Counselor Education
CHE Chemistry

CIR Access Senices - Circ
COomM Communication Studies
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Favorites = Main Menu > Manage Student Records » Class Information > WCU Academic Plans by Dept.

WCU - Plans by Department

You can quantify result by

Academic Organization: BIO

Description: Biology

Plan Old Curr % Status |Description

1 A106
2 E106
3 E194
4 E194
5 PGD2
6 PGD2Z2
7 Qo007
8 5106
9 5107
10 8107
11 5108
12 5108
13 8109
14 5110
15 5110
16 5110
17 5115
18 5116
19 8173
20 5173
21 5174
22 3174
23 5561
24 5561
25 T181
26 T181
27 7193
28 T193

UAZG0101A
UEZ2G60101A
GEZ60101A
GE260101A
GZ260101A
GP260101A
UQ260101A
US260101A
US260101B
Us260101B
Us260101C
Ug260101C
US260101E
US260201A
USE11102A
US511102A
US260101D
US260101F
GAZ60101A
GS260101A
GA260101B
GE260101B
GS260101C
G§260101C
GT260101A
GT260101A
UT260101A
UT260101A

01011947
01011947
01011947
12/23M1989
01/0111947
06/05/1989
01011947
01011947
09/011979
011161990
09/01/1979
01/23/2012
08/26/1996
01011947
06/01/1992
06/06/1994
011611990
01/23/2012
01011947
05/28/1996
09/05/1995
05/281996
0812712001
07/14/2010
051911997
08/24/2007
01011947
08/24/2007

Tk F F T F F F F F F F — F F F F FF FFFFrr_FFrIF

“Status” — Active or Inactive.
Leave blank to see all.

Personaliz:

First n 1-28 of 28 u Last

Plan Type |Dearee

Biology BA MAJ BA

Biology BSED MAJ BSED
Biology MED MAJ MED
Biology MED MAJ MED
MOMN-DEGR Biology MOMN

Biology PROF-GRW MNOMN

Biology MINOR MM MINOR
Biology BS MAJ BS

Biology: Clinical Microbiol BS AL BS

Biology: Microbiology BS MAJ BS

Biology: Ecology BS MAJ BS

Biology: Ecology/Conserv BS AL BS

Biology: Medical Technology BS MAJ BS
Chem-Biol BS MAJ BS
Chem-Biol BS MAJ BS
Chem-Biol BS MAJ BS

Biology: Cell & Molecular BS MAJ BS

Biology: Marine Science MAJ BS

Biology MA MAJ A

Biology M3 MAJ Ms
Biology - Thesis MA MAJ MA
Biology : Thesis M3 MAJ Ms
Biology - Matural Science MS MAJ Ms
Biology : Matural Science MS MAJ Ms

Biology TCHGCERT CER TCHGCERT
Biology TCHGCERT CER TCHGCERT
Biology TCHGCERT CER TCHGCERT
Biology TCHGCERT CER TCHGCERT

ELReturn to Search

+[El Previous in List

+E] Next in List
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Show Class Sections by Department

Navigation: Manage Student Records - > Class Information - > WCU Show Class Sect by Dept

Enter the Term and Department. If you are unsure, use the magnifying glass to search. Then
click the yellow Search button.

Favorites © Main Menu > Manage Student Records > Class Infgrmation > WCU Show Class Sect by Dept

WCU - Show Class Sect by Dept

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

Find an Existing Value

~ Search Criteria

1
|
|

Term: begins with v \l

o p

Academic Organization: begins with « [

Search Clear ]Basic Search [E) Save Search Criteria

Fa\.rovr'rtes MainvMenu »  Manage StugeTﬂt Records > Class Inrma

You can quantify results by Academic

Career and / or Status. Leave blank to
BIO  Biology see all.
Enrolled: (Ex. 25)
s )
Attributes (ex WJ) Click the Get Classes button.

Level Range: (Ex. 100-300)

Personalize | Find | EI| First L4 1-150 of 150 o Last

@l@ Course l_m ’m Room Flﬁlﬁlﬁ Facu Class Notes
A 0O BIL3332 01 Recombinant DNA 01:00-04:55PM MER304 212 16 15 Slusher Leslie
A C BIL333 02 Recombinant DNA W 01:00-04:55PM MER304 212 16 16 Slusher Leslie
A 0O BIO100 01 BasicBiol Science MW 10:00-10:50AM  MMNH168 313 324 245 Waber,Jack
A 0O BIO100 02 BasicBiol Science MW  08:00-08:50AM  MMH168 313 216 58 Waber,Jack
A C BIO100 51 BasicBiol Science M 12:00-01:55PM  SSN174 \ 4 4 Waber,Jack
A C BIO100 52 BasicBiol Science M 02:00-03:55PM  SSN174 \ 4 4 Waber,Jack
A C  BIO100 53 BasicBiol Science T 08:00-09:554AM  SSM174 1\ 4 4 Waber Jack
A C BIO100 54 BasicBiol Science T 10:00-11:55AM  SSN174 \ 24 24 Waber Jack
A C BIO100 55 BasicBiol Science T 12:00-01:55PM  SSN174 \ 24 24 Waber,Jack
A 0O BIO100 56 BasicBiol Science T 02:00-03:55PM  SSN174 \ 24 23 Waber,Jack
A 0O BIO100 57 BasicBiol Science W 08:00-09:55AM  SSN174 1\ 24 13 Waber,Jack
A C BIO100 58 BasicBiol Science W 12:00-01:55PM SSN174 \ 14 14 Waber,Jack
A C BIO100 59 BasicBiol Science W 02:00-03:55PM  SSN174 \ 24 24 Waber,Jack
A 0O BIO100 60 BasicBiol Science R 08:00-09:55AM  SSN174 \ 24 5 Waber,Jack
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Show Class Sections by Professor

Navigation: Manage Student Records - > Class Information - > WCU Show Class Sect by Prof.

Enter the term and department. If you are unsure, use the magnifying glass to search. Then,
click the yellow search button.

Y a1 g
Favovrites Main yenu > Manage Stuclent Records > Class Informatlon > WCU Show Class Sect by Prof

WCU - Show Class Sect by Prof

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

Find an Existing Value
v Search Criteria

Term: begins with [ [@
@

Academic Organization: begins with [

Search | Clear ‘BasicSearch B save Search Criteria
SN—

Class Listing By Professor

Term: 2135 2013 Fall Academic gjo
Organization:
Listing incl. all instructors with assigned home org of input acad. org (incl. instr. wiwkld in another acad. org.) and instr. not in the assigned org. butteaching classes owned by the input org.

Name: Empl ID:

CcC A BIO259 62 Anatomy/Physiol | F 10:00-11:55AM MER316 7511002112 2.000 11
cC A BIO269 55 Anatomy/Physiol Il T 10:00-11:55AM  MER314 [ 20 7511002112 2.000 11
CcC A BIO269 59 Anatomy/Physiol Il T 08:00-09:55AM MER314 [ 20 7511002112 2.000 11
cC A BIO217 54 General Zoology T 01:00-03:55PM  SSN183 / 26 7511002112 3.000 11
C A BIO535 01 Course Topics | R 06:00-09:00PM  8SSN179 373 15 7511002112 3.000 11
Total Contract Hours: 12.000
Name: Empl 1Dz
Enrl|Class Class Day - - -
Stat| Stat Course Sect e Topic =) Meeting Times |Room Cred |Sch |SAP Task CCtr ConHr |Assian Type
CcC A BIOZ15 01 General Botany MW 12:00-12:55PM S5L151 33 101 7511002112 2.000 11
cC A BIO215 51 General Botany w 01:00-03:45PM  SSN275 33 26 7511002112 3.000 11
C A BIO215 53 General Botany T 01.00-03:55PM  8SN275 313 26 7511002112 3.000 11
o A BIO478 01 Plant Evolution TR 10:00-11:50AM SSN279 312 23 7511002112 3.000 11
Total Contract Hours: 11.000
Name: Empl ID:

Enrl|Class Day o 2 A
Topic Meeling limes | Room Lred >ch (SAF Task LLIr Assign 1ype
Stat| Stat Course Topic (s} Meeting Times |Room Cred |Sch |(SAP Task CCir ConHr |Assign T

BIO259 01 Anatomy/Physiol | MWF  09:00-09:50AM MNH168  4/4 264 7511002112 3.000 11
o A BIOS15 01 Research Tech lll W 06:00-08:45PM  SSN192  3i3 8 7511002112 3.000 11

Tbel Pt Hreoe 2 Ann




WCU Mass Email:

Emailing a Class Roster
Emailing Students in a Major / Minor
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Email a Class Roster

Chairpersons and Department Secretaries now have access to send an email to an entire class
roster.

Navigation: Student Admissions - > WCU Admissions - > WCU Mass Email

Class Roster || Students - Program

WCU Mass Email

Class Roster Mass Email

Term: %
Subject:| | @ catalog: | sectionf
Continue I Clear I

Specify the “Term” and enter the Subject, Catalog Number and Section:

Faw:uvr'rtes Mainvr\a'lenu b Student&dmissioﬁs > WCU Advmissions > WCU - Mass EMail

Class Roster Students - Program

WCU Mass Email

Class Roster Mass Email

Term: 2013 Fall -

Subject: [acc |G, catalog: 201 Section:01

@ Clear |

Click “Continue”.
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You will view a list of the students in the class. Click the “OK” button.

Class Roster to Email

Term: 2135 Class: ACC 201 01

(IR SLE N T =
2 thanait L
3 s
4 P win
5 i)
6oy O
7 6NN
B I Tibeal
9 tonhbe
10 S i
11 iy
12 S s
13 eEng
14
15 SV
16 St
17 SRR
18 EFhaIn}
19 St
20 FNTHa
21
22 tRiming
23 e
24 SN
25 thp g
26 TS
g s LS
28 ENEY)

”‘é””if-"ﬁg”“

1

L

|

o

i

|
Personalize | Find | View & IIEII i

First Name
WANCEL
STEPHAMIE
CHRISTIMA
IKEEM
MEGAM
JAMIE
MATTHEW
BRITTAMNY
COoLM
MICHAEL
JOSEPH
KATHREYM
SALUD
MICHAEL
ALYSSA
DEVIM
RYAMN
CAITLIM
ALEXAMDRA
DYLAM
DAVID
COMMOR
RACHEL
BREMDAM
RYAMN
MATASHA
KIMBERLY
MICHAELA

First BN 1.28 of 25 I3

Emiail

WESL @wceupa.edu
SE i@ wceupa.edu
CES i @weupa.edu
B aingweupa.edu
s S @wcupa. edu
A s@weupa.edu
W W Ss@wcupa.edu
S e @wceupa.edu
CE Sl @wcupa. edu
W SnimaEweupa.edu
T S@weupa.edu
AF TR S@weupa.edu
AL i @weupa.edu
WETE @wceupa.edu
Ak E R y@weupa.edu
TeESERE @wcupa.edu
e S M @wcupa.edu
e @weupa.edu
S Seta@weupa.edu
ST @weupa.edu
Sy @wcupa. edu
SN @weupa.edu
S @wceupa.edu
SN f@weupa.edu
S e @weupa.edu
W T @weupa.edu
ST @weupa.edu
W s @wceupa.edu

@) Cancel |

51



Type your subject in the “Subject” line.

Type your message to the class in the “Text” box.

Favorites : Main Menu > Student Admissions > WCU Admissions > WCU - Mass EMail
Email
Email Students
Subject: |
Text i @ 3 & ] K =E=oE8 400
i Format ~| Font * | Size B I U =
== = = = = = | A AT B
@ Cancel
Click “Send Email”.
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Email Students in a Major / Minor

Chairpersons and Department Secretaries now have access to send an email to all students in a
specific Major or Minor.

Navigation: Student Admissions - > WCU Admissions - > WCU Mass Email

Click the Students — Program Tab.

‘ myWCU

~\ g

. L A ETIA
(4. & 1T s
Favorites : Main Menu > Student Admissions > WCU Admissions > WCU - Mass EMail

ctassRos(e; Students - Program

WCU Mass Email

Mass Email by Department/Program/Plan

Term: I

Career:

Acad Prog:

Academic Plan v

Earned Credits v ii 0.000

** Includes all Active students, not just enrolled

Continue | Clear |

Complete all fields. Use the drop-down menu if you are unsure.
e Term

e Career
e Academic Program
e Academic Plan

You can further define your results by Earned Credits (optional).
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You will view a list of the students in the Program/Plan.
Students to Email

Term: 2121 Acad Prog: UBUSP Total Cumulative Units: 0.000

Career: Undergrad Acad Plan: "A133'

First BN 1.29 or 29 I Last

Last Hame First Hame Email Address i Academic Plan

1 e e Andrew S @wcupa.edu UBUSP A133 102.000
2 Preais s ] Jeffrey SARSSssSsaweupa.edu UBUSP A133 59.000
3 peian Patrick b @wcupaedu UBUSP A133 105.000
4 Pedses i Jennifer MRESSsSNwcupa.edu uBuUsSP A133 105.000
5 el iag o Alexander o s@wcupa.edu UBUSP A133 102.000
6 esias e -y Matthew b @wcupaedu UBUSP A133 98.000
7 eiaas o Jessica SRS sss@wceupa.edu UBUSP A133 102.000
g edeia o1 Joseph SRESssSsDwcupa.edu UBUSP A133 77.000
9 pedane- s Shawn e @wcupaedu  UBUSP A133 78.000
10 - [l T Daniel P @wcupaedu UBUSP A133 92.000
11 i - Matthew Iﬂ"ﬁ@wcupaedu UBUSP A133 72.000
12 e trmmug Marta b @wcupaedu uBuUsSP A133 75.000
13 - . Travis essssi@weupa.edu UBUSP A133 106.000
14 PSS +enm Ryan B @wcupaedu UBUSP A133 117.000
15 S b Gregory e @wecupaedu UBUSP A133 141.000
16 - Vincent SssesN@wcupa.edu UBUSP A133 45.000
17 P - Timothy 9 @wcupa.edu UBUSP A133 30.000
18 s 0 Timothy o @wcupa.edu UBUSP A133 141.000
19 i Ere s Katie b @wecupaedu UBUSP A133 52.000
20 v Bryan b @wcupaedu UBUSP A133 36.000
21 P Ll ] Patrick e @weupa.edu uUBUSP A133 109.500
22 e LA} James MESSSsSswcupa.edu UBUSP A133 97.500
23 pdise Suine Anthaony I @wecupa.edu UBUSP A133 36.000
24 piiade i Dustin o @wcupa.edu UBUSP A133 113.000
25 P - Victoria SRS wceupa.edu UBUSP A133 32.000
26 P I - Samuel e @wecupa.edu UBUSP A133 12.000
27 Ppisdin - Carl £ “@wcupa.edu UBUSP A133 53.000
28 Saee s Mils B @weupa.edu uBuUsSP A133 100.000
’QQ_N L Beau B @wcupaedu UBUSP A133 39.000

oK | ancel

Click the “OK” button.
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Type your subject in the “Subject” line.

Type your message to the class in the “Text” box.

Email
Email Students
Subject: |Imp0rtammeetingf0rGED Majors
Text (@ [Q & | B B owElEaES
¢ Foimat | Momal || Font 7| Size B I U ke
(Bl === = £ 4 A N
Please attend .........
@ Cancel
Click “Send Email”.
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Setting PS Favorites

PeopleSoft allows you to set Favorites so that you do not need to remember the navigation every
time you want to access a page.

Once you know the pages you will use frequently, set them as a PS Favorite.

1. Access the search page you want to bookmark and then click the Add to My Favorites link at
the top of the page.

Add to My Favarites Sign out

2. You will get this screen. Give the Favorite a name and click the Save button.

[X]
Add to My Links

Alink to the following iterm will be added to your "My Links™ dropdown list.
Properties of this entry or any "My Links™ entry can be updated by selecting "Edit
My Links™ from the "My Links” list.

Hame: Bio/Demo
My Links -

Cancel

The page is saved to your MyFavorites pagelet and you can navigate from there in the future.
You can update your Favorites by clicking the Edit myFavorites button.

MyFavorites =

Bio/Demo

Show Dept Student Workers
WCU Advisor Report

WCU Class Lists Report

WCU Current Majors Report
WCL Dizsplay Al Grades

WCLU Graduation Applicants-Dept
WCU Major/Plan Report

| _ Edit myFavorites :-
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Edit My Links
“My Links™ allow you to access your favorite pages from any computer at any time. You can use this
page to create, edit and organize your links. Changes made to your links list will be reflected in the
“My Links" dropdown list.
B3 D AddLink  AddFolder  Add Other |
[Bio/Demo
[Show Dept Student Warkers]
[WCU Advisor Report]
[WCU Class Lists Report]
WCU Current Majors Report]
[WCU Display All Grades]
[WCL Graduation Applicants-Dept]
[WCU Major/Plan Report]

(o] [ow] (o] [ (o )




myWCU Navigation

Important PS Tips

Allows you to download to an Excel spreadsheet
Magnifying Glass signifies a search key 2l

Academic Organization = Academic Department

Career = Undergraduate or Graduate (UGRD or GRAD)
EmplID = WCU ID w/ a leading zero (7 digits)

Hide the URL bar by hitting the F11 key on your keyboard
Include History = Always check this box to get the full history
Plan = Academic Major (e.g. A196 Undeclared)

Program = Combination of Career and School or College (e.g. UBUSP)
Set your PS Favorites to minimize navigation

Term = 4 digits (e.g. 2135 = Fall 2013, 2141 = Spring 2014)
Positive Service Indicator = fee waiver; scholarship ¥

Negative Service Indicator = a hold on the student’s account; advisor has not opened
student’s schedule; parking fines; Library hold; Financial Aid. @
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Notes:
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