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Logging in

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!'

Departments | Apply Mow ~ | Academics v —

Faculty Links S BWCU Announcements

- Faculty Quick Links e
= Free Student L eqal Senvice
= Faculty Center More...
= View My Advisees View Al Articles 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

-3

Enroll Students

£d

Service Indicators
+  Manage Student Financials

»  Personal Information

Academic Calendar =

[d June 2014 []



http://www.wcupa.edu/

The myWCU logo is also the “Home” link

Favorites | Main Menu
-

- L
FPersonalize

[ Faculty/Ad
[ Campus {
[ Student A
[ Manage S
[> Manage 5
[ WCU HRS
[ WCL Stuc
[ Personal
[ Student Af
[ Library Lir
[ Reporting
[ My Conter
[ Portal Adr
[- PeopleTo
— FacultyiAd
— Libraries
— QOnline Tu
— Distance |
— Search Cl
— Search Ci
— Mon Dear
— Admissiol
— Informatio
— Pay Admi:
—WCLU Trar
— WCL Hes
— Campus i
— Cultural E
— WCU Wet
— Desire2l ¢
— The Learr
— Work Orde
— PeopleBo
— PeopleBo
— FAQs forr
—WCL Hon

7 o e e o O g G I o I A I g I

Carnpus Community s O
Student Admissions L4 o
Manage Student Records

3 WCU Student Records * G}

Student Career

epartment Reports WCU Display All Grades

Student Grades
Student Career _—
Student Program/Plan Wien
VCU MewR Student View

Personal Informatio
Student Affairs
Library Links
Reporting Tools - SA
My Content
Portal Administration
PeopleTools
Facutty/Admin Quick Links
Libraries Website
0Online Tutorials
Distance Ed. Classes
Search Class Schedule
Search Course Catalog
Mon Degree Online Application
Admissions Reguest
Information Regquest
Pay Admission Deposit
VCU Transfer Eguivalancies
VCU Health and Safety
Campus Events Calendar
Cultural Events Calendar
VCU Web Mail
Desire2learn
The Learning Connection
vork Order Reguest
PeopleBooks SA 9.0
PeopleBooks Finance
FaQs for myWiCu
WCU Homepage

redit Evaluatior

TR e R

Drop Down Menu: Click on Main Menu - >

Click on Folder or Transaction Name
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.  El 1] : sy S v
Favorites Mainlvlenu > Manage Stugent Records > Studenl: Career > Student Program/Plan
|=] WCU Risplay All Grades
Stud Grad
Student Program/Plan |:] g
|5] Student
Enter any information you have and click Search. Leave fiel [j Student rogram/Plan
[5] wcu New §tudent View
Find an Existing Value |5] Term Histo
|
iR e .:1 Student Tgr Search
|-] Student Milestoyes
WCU SR Show Cymment
ID: begins with « | =
Academic Career: = v v
Student Career Nbr: = v |
Campus ID: begins with ~ |
National ID: begins with v |
Last Name: begins with ~ l
First Name: begins with v |

["linclude History [_|Case Sensitive

Search I Clear |Basic Search 8 Save Search Criteria Use the menu bar to eaSIIy access other folders

or transactions.



Student Services Center

TR e E A 11T
MainvMenu > Faculty/Admirl. 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 ~ 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 I Clear |Basic Search 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

academics \I

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

Advisee Student Center

¥ Academics

Eﬂﬂ[eadlhes @UR- E Gradebook

This Week's Schedule

Class Scheduls
Tentative Classes
Elanner

Course History Class Schedule
Deqgree Progress Report
MoWeFr 11:00AM -
m |GEC 101-03
Grades E 11:50AM

View Unofficial Transcript LEC (4375)

Transfer Cradit Report

Anderson Hall 207

MoWeFr 2:00PM -
2:50PM
Main Hall 313

MoWeFr 1:00PM -

[ HIS 152-02
i ]
LEC (3595)

[, PEA 146-03 1:50PM
. R . 9 | e (5671) Heaalth Science Ctr
Get additional information on GYM1
this student [ THA 110-01 Tg‘f‘g’g;:dm’m‘w -
LEC (8331) E.O. Bull 111
_ MoWeFr 5:00AM -
E& I:BA (250302:)4 9:50AM
E.O. Bull 025
_ MoWe 2:00PM -
E& IEH(’: (3502;:)1 4:15PM
E.O. Bull 021
) TuTh 2:00PM -
E& -II_—EHQE‘E.]-BE’D::]L 3:15PM
E.O. Bull 021
5 WOI 252-31
Eﬁﬂ Room: TBA

LEC (8055)

weekly schedule b

¥ Personal Information

Contact Information
Demographic Data

Emergency Contact -
Billing Address

Withheld

Homa

Home Phone Campus Email
i @wcupa.edu

QReturn 1o Sealch) ElNotiﬁ.r )

Advisor permission necessary
Do not cancel Spring classes.
Do not cancel Fall classes.
Activate Summer3 Account
Activate Sum2 Account
Activate Sum Acct at Bursar
Activate Sum Acct at Bursar
Activate Summer2 Account
Activate Sum2 Account
Activate Summer3 Account
Activate Sum2 Account
Activate Sum Acct at Bursar

details

¥ Enroliment Dates

Enrollment Appointment
You may begin enrclling
for the 2012 Summer 1st
S5-Week Session Regular
Arademic Session session
on March 5, 2012.

details =

Program Advisor

Elizabeth Staruch
610/436-3356 Ext 3356

Gretchen Studlien-webb
610/436-3463

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 | —

_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

GEDQ 101-02 - World Geography Status:Enrolled

4375 | Component| Days & Times

4375 Lecture

Room
MawWeFr Andarson
11:00AM - Hall 207
11:50AM

Instructor

Kristen
Crossney

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

2595 | Component| Days & Times

25935 Lecture

Room

MaWeFr 2:00PM Main Hall 313 William Hewitt

- 2:50PM

PEA 146-03 - Pilates Status:Enrolled

5671 | Component| Days & Times

9671 Lecture

Room

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

Instructor

Instructor

Sarah Juric

SESEED Grade| Deadlin
Date

01/23/2012 - 5
05/04/2012 °
SESEED Grade| Deadlin
Date

01/23/2012 - 5
05/04/2012 @
SESEET Grade|Deadlin
Date

01/23/2012 - B
05/04/2012 °



Course History

Credit Summary Box:

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 Credits 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

You can sort the results:

@Tal—cen <::'Traunsr'verred <> 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 zooe Fall A 2.00 @

THA 105 Stagecraft II 2009 Spring |B 3.00 @

THA 219 Music Theatre Repertaire 2009 Spring |A 3.00 @

WRT 120 Effective Writing I 2009 Spring |B- 3.00 @

DAN 223 Jazz Dance 11 2009 Spring |B+ 2.00 @

——. e History of Theatre and Drama [ammm - - - [ s
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Drop / Add/ Swap:

Dropping a Class
Adding a Class
Swap Classes

Overrides

11



Enrollment Request

Dropping a Class
Navigation: Manage Student Records - > Enroll Students - > Enrollment Request

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

el

g i 14 23 =
Favorites - Main Menu > Manage Student Records > Enroll Students > Enrollment Request

Enroliment Request

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

Term: [2135 [

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: Pending m
User ID: TESTSTAFZ Operator Enroliment Access

Student Appointments Study List Term History
Enroliment Request Details Find | View Al First [ (] 1 of 1 [ ] Last
Sequence Nbr: 1 Pending =
Drop M Action Reason: Q
[“] override Action Date T
Wait List Okay

Class Nbr:) | 1007 ANT 102 01  Lecture Intro Anthro Cult
Regular Academic Session Undergraduate

Related Class 1:
Related Class 2:
Instructor ID:

Repeat Code: Transcript Mote

L] Owerride

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

page).



Adding a Class

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

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

B} st
- ‘,‘ﬁ'
=N

Taic bhd TREs0eeassil y -
Favovrrces MalnvMenu > Manage StugentRecords > Enroilsvtudents > Enroliment R

Enroliment Request

| Add anew value

equest

1D: |

Academic Career:  [UGRD|Q
Academic Institution: 1\7@?}#(1
Term: [2135|Q

Find an Existing Value | Add a New Value

Select “Enroll” as the Action

e Enter the class number - OR-

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

Status: Pending

Operator Enrollment Access

Enrollment Request ID: 0000000000
User ID: TESTSTAF2
Study List Term History

Student Appointments

Find | View Al

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

First [4] 10f1 2] Last

Enroliment Request Details

Sequence Nbr: 1 Pending

Enroll - Action Reason: Q
[] override Action Date Action Date:
[] wait List Okay
Class Nbr: | 3291 C PHY 100 01 Lecture Elements Phys Sci

Undergraduate

PHY10
SubiClass/Sec Regular Academic Session

[ &
[ a

Related Class 2:

Instructor ID:

[ &

Repeat Code:

FH[=

MWF 09:00-09:50

Transcript Nofe

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.

| Add aNew value

Academic Career:  |UGRD| Q.
Academic Insti!ution:}WCUPAfQ
Term: [2135]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 Y&s
being Full Time
West Chester University

Undergraduate UGRD Educational Senvices
Enrollment RequestID: 0000000000 Status: Pend NQ

User ID: Operator Enrollment Access
Student Appointments Studv List Term History
Enroliment Request Details Find | view & First Bl 1 or1 I Last
aguence Hbr: 1 Pending
ending =
Swap Courses M Action Reason: Q
|”] override Action Date Action Date:

[7] wait List O

sshbr: | 1007 Q ANT 102 01 Lecture Intra Anthro Cult

Reqular Academic Session Undergraduate
Change To: 1009 Q ANT 102 02 MWF  Lecture Intro Anthro Cult
|_ 02:00-
AN 02:50
SubiClass/Sec
Reqgular Academic Session Undergraduate

Related Class 1: Q
Related Class 2: Q

Instructor I
Repeat Code: Q Transcript Mote

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
] 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.

OVERRIDE ONLY IF IT’S YOUR DEPARTMENT.

15



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:

Fa*.fl:uvr'rtes MainvMenu > Manage Stugent Records » Class Mar@gement > Create Class Permissions

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: = WCUPA Q

Term: = W 12161 Q

Subject Area: lacC Q

Catalog Nbr: begins with 201

Academic Career: |: V| | LIndergraduate V|

Campus: begins with % |MAIN ® O
Description: begins with ||
Course ID: begins with ||
Course Offering Nbr: | = v |
Academic Organization: | begins with V|

[ Ccase Sensitive

{ Search |} Clear |Elasi|:Sear|:h B save Search Criteria
'\‘h—‘_‘-‘/

feye

16



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

Permission to Add Permission to Drop

Course ID: 010100

Academic Institution:  \West Chester University
Term: 2016 Spring

Subject Area: ACC

Catalog Nbr: 20

ass Section Data

Course Offering Nbr: 1

Undergrad
Accounting
Financial Acct

First B 1 or8 O Last

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

+ Student Specific Permissions

Class Permission Data

Comments

Class Nbr: 4620 Class Status: Active
Class Type: Enrollment Section

Instructor: Faughnan,Thomas J.
Personalize | Find | & First B0 1 of 1 N Last

Last Updated Permission
Last Upd Date | Status Use Date Expiration Date

Not Used 01/26/2016 [5] =

Bl save | L\ 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 1D: 010100

Academic Institution:  West Chester University
Term: 2016 Spring

Subject Area: ACC

Catalog Nbr: 20

Course Offering Nbr: 1

Undergrad
Accounting
Financial Acct

First Bl 1 of 8

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

+| Student Specific Permissions
Class Permission Data

Izzued By

Class Nbr: 4520 Class Status: Active
Class Type: Enrollment Section

Instructor: Faughnan Thomas J.

Personali Firr-_-t‘I 10f1 )] Last

Last Updated Permiszion
Creation Date |By Last Upd Date | Status Use Date Expiration Date

TESTSTAFFZ |09/03/2015  NotUsed 01/26/2016 [3] =

B save | £L Return to Search

Permission to Add | Permission to Drop

17



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 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 i First Kl 1of8 [} Last

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.

+ Student Specific Permissions

Class Permission Data Personaiize | Find | Y | 88  First B 12 0p2 B0 Last
eral Info Comments
Last Updated Permission
Issued By Creation Date By Last Upd Date |Status Use Date Expiration Date
0796715  C |ZimmermanAlexandria E.  |TESTSTAFF2 |09/03/2015 | TESTSTAFF2 |09/03/2015 |MotUsed 01/26/2016 [5 1 El
Q TESTSTAFF2 09/03/2015 |TESTSTAFFZ 09/03/2015 |NotUsed 01/26/2016 [ [=]

B Save | £L 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 Al First m 1of8 [ 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 Nata personalize | Find | B | ##  First B0 4 op 1 BN Last

General Info on Comments

Consent
1D Closed Class Requisites Not Met Required Unit Overload

0796715 Q n O O O =]

Bl save | 21 Return to Search |

Permission to Add | Permission to Drop

18



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
Academic Institution: West Chester University
Term: 2016 Spring
Subject Area: ACC
Catalog Nbr: 201

Class Section Data
Session: 1
Class Section: 01

Regular Academic Session
Campus: MAIN

Component: Lecture

+ Student Specific Permissions

Class Permission Data

Permission

Closed Class

0796715 @

Course Offering Nbr: 1

Undergrad
Accounting
Financial Acct

Class Nbr:
Class Type:

Instructor:

Requisites Not Met

Find | Wigws All

4620
Enrollment Section

Faughnan,Thomas J.

Personalize | Find

Class Status:

(L 8

First B 1 org I Last

Active

First n 1 of 1 u Last

& 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

« Permission is about to expire (expiration is 24 hours away)

o Permission has expired
o Permission has been deleted

o Permission has been changed

19



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: lACC Q

Catalog Nbr: begins with 201

Academic Career: | = V| | ndergraduate v|

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

[ |Ccase Sensitive

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

20




The following information is visible via this page:
e Student name & ID

e The date the permission was created

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

e Status (used, not used, used then dropped)

e Date permission was used

e Expiration date

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

Fa\rg"rtes Mainvl'v'lenu > Manage Stud'ent Records » Class Marlagement 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 Find | Migw Al First B0 4 o710 O 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 | B0 | 88 pFirst B 4 or g B Lost

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 |08/31/2015

&l save | &\ Return to Search

Permission to Add | Permission to Drop

21



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

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: 2m Financial Acct

Class Section Data Find | 1 of 10 [ 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 Permission I Comments
SU——

Consent Career Permission Time
Closed Class Requisites Not Met | Required Restriction Period Unit Overload

Bl save | £\ Return to Search |

Flmrmninmminm dn Add | Plnconinminm dn Pieae



Running Reports
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 |
["Icase Sensitive

Search |Am'ann:ed Search

WCU Advisor List

1. Enter your own Run
your first initial last
name; no spaces.

2. Click the Add button

Run Control ID:|dIa'u'erty

Add

Find an Existing Value | Add a New Value

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

23



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

2. Then click the “RUN” button

WCU Advising List

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

Advisor List

Career: Undergraduate -

Department: Art

Term: 2121 <
Advisor Role: :

B save | L Return to Search | Ex Add| E Update/Display

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
——
aclect at

Distribution

+ PDF

SOR Report w) Distribution

SOR Report

WCUADVIS
WCUNOADY

Department Advisees List

~ Distribution

List Students With Mo Advisor

m Cancel |

N

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

You will be returned to the previous page.

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.

U [ || From Subject

4 Date; Today

-] 10 psweb@wcupa.edu Output from WCUADVIS {#@

=] ollak; o EEAire emarb-pacplo-tenr
-4 Cavaliere, Jessica M RE: calendar
_,;-, Il Cavaliere, Jessica M RE: calendar

Open the email.

Double click on the PDF attachment.

From: psweb@woupa.edu

To: Laverty, Darlene

Cc

Subject: Cutput from WCLUADVIS [#1357458)

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

Click the printer icon to print the PDF file.
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-'_ WCUADVIS_1357458_2.PDF - Adobe Reader

File Edit View Document Tools Window Help

—

@@v @j $ 1 /16 & @® 667% - = (3 @ Find -
=]

Fage:l 02 212012
FLET CHCSTLR UW IWLES ITY

Doparment Ry izoe List
Caresr:  WIED IopaTiment:  AET

m Have Adrisor Flan Abrisor Fple Cum FEA Oa Cred  Ouw Cred
Arevpred  Earmed
- Al10d Shadic Aves BA Atrizor 2.8 23,00 10300
b= Al0E Chadic Aves EA Atrizor 238 £7.00 £L.00
AlL0E Shadic Aves BA Atrizor 240 ZE.00 TE.00
Al0d Shadic Avks Ba Atrisor 2.35 £1.00 g0
e AlL0E Shadic Aves BA Atrizor 336 1300 13500
s AldE Shadic Avks BA Abrizor RS 0,00 S50
pos e w—— iy 4 Flat Studic Arks FFR Abrisor B0 0,00 15,00
- P — Fla0 Shadic Arks FER Abrizor 353 LEma0 L0500
[ USRI — Flan Shadio Arks FFR Abrisor 5,37 36,00 £3.00
e ———— d— Flan Stadic Arks FFR Atrizor 243 ag.00 FERT]
- - Flan Shadio Arks FFR Atrisor 376 1zE.00 1100
e S - Flan Shadio Arks FFR Atrisor 240 &3.00 TR
= i e Flan Shudic Arks FFR Abrizor 1.7 E1.00 EERT
o m— Flan Shadio Arks FFR Atrisor 183 £3.00 2200
pes o m e W=t Flan Stadic Arks FFR Atrizor S 0,00 1500
pew = R T Flan Shudic Arks FFR Abrizor EXY] 30,00 1500
[e—— - - Flan Stadic Arks FFR Atrizor N £5.00 £x.00
e e e T Flan Shudic Arks FFR Abrizor 0.0 1500 T
L — o o— Flan Shadio Arks FFR Abrisor 3.4 1z.00 15,00
b — e A Flan Stadic Arks FFR Atrizor 287 0,00 1500
[ - I Flan Shadio Arks FFR Atrisor 273 30,00 1500
[T S e im - Flan Shadio Arks FFR Atrisor o.00 1500 2100
o= e S B4 Flan Shudic Arks FFR Abrizor EXT] 30,00 1500
[ - L Flan Shadio Arks FFR Atrisor 273 30,00 2200

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 1D by
clicking on the link to “Add a New Value”. Then enter your Run Control ID and click the “Add”
button.
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Favorites © Main Menu > Manage Student Records > Department Reports > WCU Mzjor/Plan Report
- i - - -

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 Add a Mew Value
~ Search Criteria

Search by: Run Control ID begins with

[Icase sensitive

( Search | Jgvanced Search

Find an Existing Value | Add a New Value

Wcu Plan/Major report

Run Control ID:~ DLAVERTY Report Manager Process Monitor Run

Academic Plan Report/Labels

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

Term: 12121

Academic Plan: [*102 Q

Bl save | L\ Return to Search | E'q.Adcll | Update/Display |

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 Hame: *  Run Date: 02/21/2012 x|
Recurrence: *  Run Time: 10:17:20AM Resetto Current Date/Time |

Time Zone: Q

Process List

Select |Description Process Name Process Type ’Tvr-" |ZEoirmat rc-.'""*f Distribution

WCUMAJOR WCUMAJOR SQR Report

@ 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.

- OQutput from WCUMAJOR (#1357461)
[—4 10 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 WCUMAIOR [#1357461)

-] Message ﬁWCUMMDR_lEENEl_l.PDF (5 KB} _|WCUMA.IDR 1357461 _2.PDF (b KB)

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

i WCUMAJOR_1357461_1.PDF - Adobe Reader

Lo} ot

File Edit View Document Tools Window Help

[ﬁ@v@ g 1/3 ®

&)

100%

= ]  Find
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fis W oa e b
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D Wame

WEST CHESTER UNIVERSITY
List of Students by Plan/Curriculum

Page: 1
02/21/2012

Plan

Aloz/anthrepology BA
2102/2nthropology BA
2102/Anthropology BA
n102/anthropology BA
Aloz2/anthrepology BA
2102/2nthropology BA
2102/Anthropology BA
al02/anthropology BA
n102/anthropology BA
Aloz/anthrepology BA
2102/2nthropology BA
al02/anthropology BA
n102/anthropology BA
Aloz2/anthrepology BA
2102/2nthropology BA
2102/Anthropology BA
al02/anthropology BA
n102/anthropology BA
Aloz/anthrepology BA
2102/Anthropology BA
al02/anthropology BA

nloz/anthrepology BA

Cum GPR Total

Cum Cred
2.18 114, 00
3.14 107. 00
4.00 61.00
2.68 63,00
2.91 85,00
2.93 122,00
2.74 54.00
.00 83,00
3.60 78. 00
2.59 Z.00
3.80 45. Q0
2.00 83,00
3.45 75. 00
Q.00 Q.00
1.42 5. 00
2.91 78.00
2.58 105. 00
0.00 74 .00
2.12 63,00
3.21 64 . 00
3.54 &l.00
2.13 18.00

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.
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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.

Find an Existing Value Add a New Value

ek o
the first time you must click on
“« ”»

Search by: Run Control ID begins with | ‘Add a New Value” and enter

[Ccase Sensitive

mw

5. Click the yellow “RUN” button

Wecu SrGrad Apl Dp

Run Control ID:  DLAVERTY Report Manager F'rocessl'umn

Graduation Applicants Report 1. Enter the graduation Term

Here is what the report page looks like:

Report Parameters

Term: 2121
3. Leave the “Since :
Undergraduate Select Academic Department to get all
Date” field BLANK Career. majors in a department OR insert plan code
to get all applicants! to get minors or a specific major list.
. - For example:
rt t:
- armen Insert plan code 5135 for all Health Physical
Education Majors
cademic Plan: #4102 Q Insert plan code Q053 for all Coaching
Minors
,7 OR
Since Date: B Use the Academic Department drop down
box to get all majors in the department
ChkoutStat: APplied for Graduation -
2. Plan Code option: Insert the plan code
here (e.g. A102).
[E save | (2L Return to Search 4. Select:

Annlied for Graduation
Remember - if you enter a plan code in this

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.
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Process Scheduler Request

User ID: Run Control ID: DLAVERTY
server Name: ~  Run Date: 02iz2iz012 ]
S ~ RunTime:  |85632AM Resetto Current DatefTime |

Time Zone: Q

Process List

Emall = ~ | Wistribution

WCGRADDP WCGRADDP SQR Report

ml Cancel |

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

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

1| 00| From | Subject

4 Date; Today

=] i psweb@wcupa.edu Output from WCGRADD@

Open the email and click on the attachment:

From: psweb@wcupa.edu

To: Laverty, Darlene

Cc

Subject: Cutput #1357473)

(EL] WCGRADDP_1357473.csv (1 KB

Message from Process Scheduler running on system PSSAAPPTRN1-64, using database S5TRN:

32



X -3 |-. WCGRADDP_1357473.csv [Read-Only] - Microsoft Excel e
Home Insert Page Layout Formulas Data Review View
2] P —_ ] ] S -
B 3‘ Calibri S Ay = Custom - ijg‘ ﬂjﬁ _I_;'ﬂ g
- 5 - = % Delete
Faste B 7 U~ My A~ = § - o, s | €0 .00 Conditional Format  Cell .
- = - 0 0 o rmatting * as Table + Styles - EE) Format
Clipboard = Font E} Alignment E} MNumber ] Styles Cells
Al - B | 2f22/2012
A B C D E F G H 1 J K L

22-Feb-12JWEST CHESTER Uh Page:1
Undergraduate Applicants for Graduation for Term: 2121
Anthropology & Sociology

cum Total Admt Req

1

2

3

4

5 |ID MName Plan GPA Adjd Term Term Status
]

? 4

&

9

Anthropol 3.18 120 2085 20591 In Review
Anthropol 3.98 138 2101 2101 In Review
Anthropol 2.88 145 2075 2101 In Review
Anthropol 3.12 121 2085 2085 In Review
10 Anthropol 3.2 120 2085 2092 Applied
11 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 2052 In Review
15 Sl Sl cssisbesl. | Anthropol 3.83 131 2105 2105 In Review

The document will be in an Excel spreadsheet:

e Save it (give it a name) for your file and save it as an EXCEL spreadsheet.
e Enter your “Yes” or “No” in the column provided.

e Enter Comments in the column provided.

e 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

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

Last Hame: begins with

|
National ID: begins with ~ |
- |
d

First Name: begins with

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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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 All First [ 4] 10of1 ) Last
*Academic Institution: WCUPA Q West Chester University (=]
“Effective Date: 02/22/2012 [
Find | View All First [ 4] 1 0f1 o Last
*Advisor Role: Advisor h *Advisor Number: 1 (=]
*Academic Career; UGRD Q Undergraduate
*Academic Program: UBUSP @ UGRD Bus. & Public Affairs
Academic Plan: 1435 Q Pre-Business:Management BS
Academic Advisor: W—— Q McGee Charles
Committee:
[] Advised by Committee [ Must Approve Enrollment
] 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 | View Al First | 4] 10of1 n Last
*Academic Institution: WCUPA QU West Chester University @El
*Effective Date: 01/10/2012 [
Find | View All First 0 10of1 o Last
*Advisor Role: Advisor e *Advisor Number: 1 FE
*Academic Career: UGRD Q Undergraduate
*Academic Program: UBUSF S UGRD Bus. & Public Affairs
Academic Plan: 1455 Q Pre-Business:Management BS
Academic Advisor: L QU pcGee Charles
Committee:
["] Advised by Committee [] Must Approve Enrollment
[ Must Approve Graduation Graduation Approved
& save | ZLReturn to Search | ZUpdate/Display | & Include Histor
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Student Advisor

Find | View Al First BB 4 of2 I Lagt

*Academic Institution: WCUPA < West Chester University =l
P = 3 0212212012
Effective Date: E] You only need to
Eind | view Al First BN 1 or 1 B Last hit this + button if
*Advisor Role: Advisor v *Advisor Number: 1 )| |:¢— Yyouare ?ddmg a
*Academic Career: UGRD S, wderpatuae new advisor
Academic P uBusP & UGRD Bus. & Public A “role”. For
*Academic Program: us. ublic Affairs R
) o ase Q example, adding a
Academic Plan: Pre-Business:Management BS minor advisor.
Academic Advisor: anianins 2 Perri,David F.
Committee:
[T advised by Committee [] Must Approve Enroliment
[T] must Approve Graduation Graduation Approved

G-_Sammﬁurn to Search | J Update/Display | 2| Include Histon

Advising Notes

Creating an Advising Note
This page will allow you to insert comments on the academic advisement report.

Navigation: Faculty Quick Links - > View my Advisees

You will be taken to a page of all of your current advisees. To add an advising note, click on the
note icon in the last column.

Notify | Name ID View Student Details ::::Zi“g
1| [0 |sssssses Dana K. ffete s |View Student Details
2| [ |#sfe Kaitlyn M. e |View Student Details
3 I:‘ fose Lawis W. 3 ¢ |View Student Details
4| [ |peslles Aimee L. et s |View Student Details
notify selected advisees notify all advisees my advising notes I

This page will show you all of the advising notes that have been entered for the student. To add
note, click “Create a note.”
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echange Advises [ o <=  Youcan look at another student’s notes by
using the “Change Advisee” dropdown

(omsteanons)
Bl ot
Personalize | Find | View all | B | 8 First Kl 12 0f2 I ace
Ad':‘::ie“g Created By Assigned To Institution Subject Category Subcategory Action Ttems |Last Updated
Degree
Cheryl W Cheryl W Wozet Elhesties Adviser Comment Progress Pre-2016 Notes None 02/25/2015
University e
West Chester Degree
Cheryl W Cheryl W 5 Adviser Comment Progress Pre-2016 Notes None 10/08/2015
nivarsity ekl
West Chester Spring 16 mecting  Appaintment Ganeric appt
Slgawi W Slgawi W University for fall 16/graduation Summary  summary o SRS

Faculty Center Advisor Center Search

My Advisees Student Center General Info Transfer Credit Academics

Erter an advising nobe and click Submi when dore.

*Institutson Wast Chester University bt

*Eatagary Aapsinkmant Summary vl states Open The “Institution” field will
S e alieg mry Major appt sumimary v| i

*Assigmed To 813 O chemtw automatically populate.
r— Mamlirg te rEvigw Magor regquiramanls

(il 2 A& B FEESEHD

! Foenat | Homal  Fo - | Sire - B F U e

= E | A~ |

Es am|;

Note Categories

You must select a category and subcategory. Every note MUST have a category and a
subcategory, selected from the dropdown.

Adding Attachments

You can add attachments to your notes — for example, if you use a hard copy advising sheet, you
can scan it and attach it to the notes for your conversation. Click “Add Attachment.” Select and
upload your file. The file will be attached to the note after you click “Submit.”

Adding Action Items

Sometimes you want to remind either you or the student to take a certain action by a certain date;
for example, you might need to check a policy, or you might direct your advisee to visit the
Career Center. Use an “action item” to keep track of these needs or recommendations. This
function is optional. Enter a description, a status, and a due date.
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Action ltems Personalize | Find | View All | I = First Kl 2 of 2 ¥ pase
:t‘:::“ Entered Os |*Description #*Action Tkem Status |*Due Date
1 01/12/2016 | ] [ o B =

Attachments Audt NG

Attached File Description |

Incomplete Action Items
Incomplete action items will appear on your and the student’s home page of myWCU.

Incomplete Action ltems [ O v

Description Due Date Name 1
[] E5hal student 0oul sV 0173172016 S Kaitiyn M. Cancel

C Comélete Selected D

Action items can be completed or cancelled on the home page of mywWCU.

Completing Your Note

When you are finished typing your note plus adding any attachments and/or action items, click
“Submit.”

CITTRETS
Attachad File Description |
add iﬂn:hmenﬂ

[ —

The following warning will appear:
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Moles cannot be edited. Are you sure you would like to continue? ClCK Yes Lo continue or Mo 10 go back and make changes. (0,0}

Notifying Students of Notes

Students will NOT automatically know that a note has been added to his/her record. If you want
to notify the student that a note has been added, click on “Notify Advisee.”

Students will NOT be notified that there is a new advising note unless you use this “Notify
Advisee” function:

Advising Hote

Institution Wast Chastar Univarsity Created On 01/12/2016
Category Degree Progress Note Created By Cheryl W.
Subcategory DPR Review Student Id

Subject Testing

e '““4

Note Items Parsonalize | Find | View All | B | 2 First & 1of1 O st
Wots | o iered On Entered By Comment
Item

1 01/12/2016 Cheryl W Testing

You can add explanatory text before sending the e-mail notification to the student:

Notify Advisee Xl
Help
Send notification to advisee
Additional message (optional):
i &
CANCEL SEN

Email Preview
Your advisor has added an advising note, plesse review it by clicing here .

Contact your advisor if you need furtther disrification.

Adding Updates to Notes

If you want to add later information to a prior note, go into that note and click on “Update Note”
to add an update. Updating a note will “link” the update to the original note:
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Advising Hote

Institution West Chester University Created On 10/1a/2014

Category Degres Progress Note Created By Cheryl W

Subcategory OFR Raviaw Student Id

Subject Advizer Comment
notify :d\ri:ﬂ

l=
Personalize | Find | View All | B | = First n 1-2 of 2 n Last
Note
" Ttem Entarad On Entarad By Commant |

2 o1/12/2016 Cheryl W Update

VFCC transfers/equivs approved:
ENGZ242 = Engl Lit
u 101472014 Charyl W ENG255 = Afr-aAmar Lit
ENGZ52 = Early Amer Lit
ENGZ44 = Early Brit Lit

Filtering to See Only Certain Notes

Advising Notes

This page displays advising notes assigned to you. Use the filters, as needed, to narrow your search results.
Also use the column headings to in the grid to sort in ascending or descending order. Click the ID to access the

detail about a particular note or to add an additional comment to a note.

** Filter Notes

Institution | West Chester University Vl
Category | Vl Created | Vl
Subcategory | Vl Last Updated | Vl

Action Items

Student ID
Q CLEAR L | APPLY FILTEFll

VIEW DATA FOR OTHER STUDENTS |

You may only want to show notes created in the last week, or only notes with updates (etc.). To

filter for such criteria, go to Faculty Quick Links—> My Advising Notes

The “Institution” field will automatically populate. You can enter criteria for one or more of the

other fields and click on “Apply Filter.”

Leaving all fields blank and clicking on “Apply Filter” will show you all of the notes you have
placed on any student’s record.
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The Degree Progress Report

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

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

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

Favorites ¢ Main Menu > Faculty,"AcImin.-TS-e_If-—_S?n.fice :  Student Services Center
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

I =Y

I begins with ~

Campus ID: begins with ~

Last Name: begins with -

|
|
National ID: begins with ~ |
|
|

First Name: begins with -

[ case Sensitive

Search | Clear |BasicSearch B save Search Criteria
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my advisees student center ]( general info ]( transfer credit ](_

Advisee Student Center

Bpeadiines (= [ Gradebook
Class Schedule
Tentative Classes
lanner
T Class Schedule
Dearee Progress Report SEC 101-03 MoWaFr 11:00AM -
m—— . ; ) LEC (4275) 11:50AM
View Unofficial Transcript Anderson Hall 207

Jlranster Lredit heport
Transfer Credit Report MoWaFr 2:008M -

# HIS 152-02
B 2:50PM

LEC (2333) Main Hall 312
MoWeFr 1:00PM -
PEA 146-03 1:50PM
LEC (5671) Heslth Science Ctr
GYM1
[, THA110-01 MoWeFr 10:00AM -
9 Lec (s331) L0:50AM
E.C. Bull 111
E?D THA 200-04 :.?g:,:r S:00AM -
LAB (8323) 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 araduation.

v

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

Added by: Date Comment .
Advisor Comments

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 expand all )

| that duplicate courses
Each area may not be used in

l@ITal-cen O In Progress *Planned

can be these Gen Ed areas.
collapsed or
EROEYL A F 420 Credit Units
clicking on

the arrow. ¥ UGRD Gen. Ed. Requirements
L Diversity/lnterdisciplinary

Expand to

see moere—» ¥ Foreign Languages

details. 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 Subject/Cat# | Course Title [ Grade [ units | Type
Programs Requirement Term 11 Spring WRT 200 | Critical Writing | B+ 3.00 EM
Career 2010 Spring
UG RD Visual & Perform. Arts Program 2010 Spring Mathematics (Gen Ed
Theatre: Mus Thire BA Major 2010 Spring i s i M athematic s (3 Semester Hours)
Dance (Performance) MINOR Minor 2010 Summer 1st 5
Week Session Mathematics
Satisfied: M athematic s
Credit Summary L\Ir?;e MAT 101 and MAT 102 are required for Early Grade Prep and Middle Grade Prep majors
Admitted Cum | Tran Cum Ung (Remed + DupCr) = AdiCr
GPA cr Cr+ Cr-
2085 3.260 | 0.00 | 11400 | 16.00 [ o.00 | 200 [730.000 | Coursos Used
. [Temn [ SubjectiCat# [ Course Title [ Grade [ Units | Type |
Advisor Comments [T0Sprng [ WAT | 102 | Tnira Malhermalics [T [300 [EN |

Comments Added by: | Comment Dt Comments
Kluka Lillian 08r2212011 graduation reviewNeed to schedule 3 crs Communications (Gen Ed)

Behavorial Science, need total & crs Humanities i " i i

g Satisfied: Public Speaking C: it 35 ster Hi
taking PHI180 and schedule 3 crs more. Taking . ublic Speaking/Cormmunications (3 Semestar Hours)
3 crs science CEC110 fall 2011 Bublic amt
. Satisfied: Public Speaking/Communications - Please Note: Beginning Fall 2005 COM 216
Non-Course Milestones and GOM 101 do not meet this gen ed reguirement

Milestone | Effdt | Complete | Date Completed | Courses that meet this requirement beginning with Fall 2005: SPK 208, SPK 230, SPK 183
TRLT40ICRS | O8mE00 K3 | OW0ZZ010 |
120 Credit Units Satisfied Courses Used

Term Subject/Cal# | Course Title | Grade | Units | Type
120 Credit Units 08 Fall SPK 208 | Public Speaking [ & 3.00 EN

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

UGRD Gen. Ed. Requirements Satisfied Satisfied: Sciences (6 Semester Hours) Select one course fram two different areas. Courses
= = rrust be selected from outside of the student's major department
English Composition (Gen Ed Comauter Science

Satisfied: English Cormposition - Cormplete WRT 120 OR have SAT Writing Score greater than

Satisfied: Computer Science: Recommended CSC 110 or CSC 115 or CSC 141 (C5W courses
B10. Also complete one course at the WRT 200 level

do not count)
WRT 120 or WRT 100 T course
Satisfied: WRT 120 or WRT 100 T course

Courses Used
Temn SubjectiCa# | Course Title [ Grade | Units | Type
1 Fall CSC_| 110 | Fundament of CS5C B 300 | EN
Courses Used
Term [ Subject/Cat? | Course Title [Grade | Units | Type | Earth Seience
09 Spring | WRT | 120 | Effeclive Wiling T [B- 300 [EN | Ssatisfied: Earth Science: Recommended ESS 101 or £33 111 or ES5 170 or ES5 130
IWRT 200 level course
Satisfied: WRT 200 level course - Complete 1 WRT course at 200 level Courses Used
WARNING (Undergraduates only): Your record ray display as ‘Satisfied' but there could be duplicate course issues, the same course may not be used to fulfill both requirermeants Page 1 of 8

in the following areas:
- The course Tory our BehavioralS ocial Sciences requirsment and Culture Cluster reguirement cannot be the same.



Course History Page on PDF version

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

portion on the old DPR.

Course History
Temn Subject/ Cat Nbr Title Grade | Units Type RptCd A
F=F oreign Language Culture Clusten
0& Fall ITA 101 Elem Italian | B+ 3.00 Er
0a Fall M AT 103 Intro M athematics F 0.00 EM MGPA
0a Fall SP 208 Fublic Speaking A 3.00 EM
0z Fall THA 103 Acting | A 3.00 EM
0z Fall THA 104 Stagecraft | A 3.00 EM
08 Fall Vol 181 Class Voice A 1.00 EN
09 Spring DAM 130 Movement for Ferformance B+ 3.00 EMN
09 Spring DAN 233 Jazz Dance |l B+ 2.00 EN
09 Spring THA 105 Stagecraft [l B .00 EN
09 Spring THA 113 Histary of Theatre and Drarma | A 3.00 ER
049 Spring THA 318 W usic Theatre Repertoire A 3.00 EM
049 Spring Vol 182 Clags Woice A 1.00 ER
09 5 pring WRT 120 Effective Writing | B- 3.00 EM
04 Fall FRE 201 Inter Fr | (Tradit B 3.00 EM
09 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 A cting 11 A- 3.00 EMN
04 Fall THA 221 Music Theatre | B+ 1.00 EN
09 Fall THA 306 History of Theatrel Drama ll B- 3.00 ER M riting Emphasis
04 Fall THA 499 Theatre Seminar A 3.00 EN
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 M athematics 8] 3.00 EM REFT
10 Spring FSY 100 Intro P=y chology C- 3.00 ER
10 S pring THA 200 Theatre Practicum A 1.00 EM
10 5pring | THA 307 History of TheatrefDrarna Il B .00 EN (A Ting Emphasis
10 Spring THA 321 Music Theatre |l B 1.00 EM
10 Spring THA 418 fMusic Theatre Repertoire A 3.00 EM
10 Spring VOl 152 W oi Minar (Theatr) A 1.00 EN
10 Fall DAMN 210 The Dancer's Body B 3.00 EN
10 Fall DAMN 234 Ballet Il B- 2.00 Er
10 Fall DAMN 344 History of Dance C+ 3.00 EM M riting Emphasis
10 Fall E55 111 General Astronomy [u] 3.00 ER
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 1 A 3.00 EM
10 Fall Vol 251 ' oi Minor (Theatr) A 1.00 EM
11 Spring CLE 201 Clas Greco Roman Myth 20th © Wy 0.00 EMN
11 Spring DAMN 205 I miprovisation B+ 2.00 EN
11 Spring FRE 202 Inter Fr Il (Tradi B 3.00 ER
11 Spring THA 116 Costume Construct [Z] 3.00 EN
11 Spring | THA 406 Acting IV A 3.00 EM
11 Bpring WOl 252 W oi Minar (THeatr) A 1.00 ER
WARNING (Undergraduates only): Your record may display as 'Satisfied’ but there could be duplicate course issues; the same course may not be used to flfill both regquirerents Page § of @

inthe following areas:

-- The course for your BehavioralfSocial Sciences reguirement and Cukure Cluster requirement cannot be the same
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Class Information
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§|

‘ dvanced Search

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

Search Results

First ] 1-51 of 51 [ Last

cademic Organization |Description

ACC Accounting

ANT Anthropology & Sociology
APM Applied Music

ART Art

BIO Biology

CAT Cataloging - Processing
CEE Counselor Education
CHE Chemistry

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

WCU - Plans by Department
Academic Organization: AMNT Status:

Description: Anthropology & Sociclogy

Personalize | Find | View A El First 4 1-34 of 34 o Last

r Plan Old Curr gﬁ?ﬁ Status |Description Plan Type |Degree
1 A102 UA450201A 01011947 A Anthropology BA MAJ BA
2 A102 UA450201A 05M4i2016 A Anthropology BA MAJ BA
3 A102 UA450201A 061272016 A Anthropology BA MAJ BA
4 A103 UAZ220200B 09141964 A Anthropology-Sociology BA MAJ BA
5 A103 UA450201B 01/20/1983 A Anthropology-Sociology BA MAJ BA
6 A103 UA450201B 01/ozo0z o Anthropology-Sociology BA MAJ BA
T A185 UA451101A 01011947 A Sociology BA MAJ BA
8 A185 UA451101A 05M4i2016 A Sociology BA MAJ BA
9 A185 UA451101A 0612712016 A Sociology BA MAJ BA

10 C204 GC301101A 08251997 A Gerontology CERTIF CER CERTIF

11 C204 GC301101A 08/25/2014 A Gerontology CERTIF CER CERTIF




Department Information by Professor

Navigation: Manage Student Records -> Class Information -> Department Information
by Professor

Department Information by Prof

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

Find an Existing Value
¥ Search Criteria

Term:| begins with V(2165 Q

Clear |Basic Search Save Search Criteria

Enter the Term and click the Search button.
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Prin
Wecu Srins Prof Ar

T . 2166 2046-Eall

llege School

Department Program j
M | V| v]

Get Professors |

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:

% c;::t’ Course| |[Title AWA Comment Topic Day Time Room Min/Max | Schd.

Total Contract Hours: 0.000

E4Return to Search I [=] Motify |

Use the drop down menus to define your search criteria. Then click Get Professors

Term: 2165 2016 Fall

College School Department
|Co| of Arts & Humanities VHSchool of Humanities V| |Eng|ish

( GetProfessors D

Program
M v

Teaching assignment / workload for faculty in the College/School/Department/Program are

listed:

Print | New Window | Help
Wcu Srins Prof Ar

Term: 2165 2016 Fall

College School Department Program

Col of Arts & Humanities | [ scnoel of Humanities | [English

P Page |

V| v

Listing incl. all instructors with assigned home org of input acad. org (incl. instr. w/wkld in another acad. org.) and instr. not in the assigned org. but teaching classes owned by the input org

Name:

Empl ID:

SAP TaskCCtr

c A ENG382 01 Teaching ELLs PK-12 MWF  12:00-1250PM  AND215

% csl:;! Course - ’Mﬂ“— Topic Day Time Room Min/Max|Schd, | Wait Tot
33 15

0 7511002124

Total Contract Hours: 1500

Name: Empl ID:

e Cos |course | |1t AWA Comment Topic Day Time  |Room Min/Max |Schd, | Wait Tot
C 33 25

A WRT200 02 Critical Writing TR 09:30-10:45AM  MIT107 27511002124
c A ENG400 01 Research Seminar TR 08:00-09:15AM  MNH415 33 14 07511002124
C A WRT200 11 Critical Writing TR 02:00-03:15PM  MNH314 a3 25 07511002124
o A WRH320 01 |, Cyborg: Technology w 04:25-07:10PM  MNH302 33 4 07511002124

Total Contract Hours: 12.000
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Show Class Sections

Favorites Main Menu > Manage Student Records : Class Information > Show Class Sections

Show Class Sections

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

Find an Existing Value

* Search Criteria
Term:| begins with |2155 o}

Clear |Elasi|:Sear|:h Bl save Search Criteria

Use the drop down menus to define your search. Then click Get Classes.

Customize Accessibill

Favovrites Main Menu > Manage Student Records > Class Informatlon > Show Class Sectlons

Wcu Sr Sect Dtl Ar

2016 Fall

College School Department Program
| Col of Arts & Humanities || School of Humanities v| [English V|| M
2165

Acad Career: Undergrad N
Subject | Enrolled: | (Ex. 25) Get Classes|
staws: V| i

Attributes: [ (ex. WJ)

Level Range: (— (Ex. 100-300)

F‘ersonalue | Find | ‘-a
General Info T MoreDetﬂi

CiSt |EnSt |Course Title Right Click on
red triangle

o1



The classes for the College / School / Department / Program you selected are displayed:

e
s

: ] 1 -
Favo_r'rtes MainvMenu > Manage Stud_ent Records » Class Infgrmation » Show Class Sections

Wecu Sr Sect Dt Ar

2016 Fall

College School Department Program
[Col of Arts & Humanities || Schoal of Humanities ~| [English v v

2165

Acad Career: Undergrad v
Subject Enrolled: (Ex. 25) Get Classesl
Statlls: Attributes: (ex. WJ)

Level Range: (Ex. 100-300)

| Fi irst B0 1273 or 273 M Last
-
General Info More Detail

cist |Enst |Course i Sections 10 -
red triangle

A C CLS165" 01 Introto World Lit MWF 01:00-0150PM  WMNH4D1 313 25 25 0 D HDJW Pt Gt
A C CLS165" 02 Introto World Lit MWF 10:00-1050AM  MNH413 313 25 25 0 0 HDJW Pt Sesthes
A € CLS165" 03 Introto World Lit TR 12:30-0145PM MNH413 313 25 25 11 HDJIW S vt
A € CLS165" 04 Introto World Lit TR 07:15-08:30PM  MNH212 313 25 25 0 O HDJIW Avestsih Coiitlisn

-
A C CLS165 05 IntrotoWorldLit TR 02:00-0915AM REC102A 313 25 25 1 1 HDIW E"""" Rer i

bl i
A € CLS165 08 Introto World Lit TR 09:30-10:45AM REC102A 313 25 25 1 1 HDOW :"""""’“"'““"" -~
A 0 CLS203" 01 Afiican Studies TR 11.00-1215PM  MNH300 313 30 25 0 0J e Chvisien
A O cLs258" 01 Women's Litl MWF 01:00-0150PM  UNA162 313 30 28 0 0J el e E
A C CLS260" 01 WorldLitl MW 03:00-0415PM  MNH403 313 25 25 0 0 HDJW bt St

Al
A © cLs280 01 ,\".‘i’;i“r;?j o W 0715-10:00PM  MNH314 313 30 17 0 o0l Wit ot
A © cLs362" 01 WrdLit-Mod Fict MWE 11:00-1150AM  MNH413 313 25 15 0 0w P Ses
A © crw20T 01 Intro Creativrit T 0425-0710PM REC102A 313 25 24 0 OW Dl Pt &

hl
A O CRW201 02 Intro Creativ\Writ TR 02:00-0315PM  WMIT104 313 25 24 0o ow

hl

. [LERE TE 3

A O CRW201 03 Intro Creativ\Writ TR 04:25-0540PM MNH315 313 25 21 0 0w
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WCU Show Class Sections

Favorites = Main Menu > Manage Student Records > Class Information > WCU Show Class Sections
WCU - Show Class Sections

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

Find an Existing Value

* Search Criteria

Term: begins with v|| Q
Subject Area:| begins with V||

Search | Clear |Elasi|:Sear|:h 5] save Search Criteria
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WCU - Show Class Sections

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

Find an Existing Value

* Search Criteria

Term: begins with V“E‘IEE o]
Subject Area:| begins with V“ENG

Search | Clear |Elasi|:Sear|:h B save Search Criteria

Search Results

Wiew Al First | 1- . :
Subject Area
ENG150

2165 ENG194

2165 ENG230

2165 ENG275

2165 ENG230

2165 ENGZ296
2165 EMNG304
2165 EMNG3Z20

2165 ENG331
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Favorites | Main Menu > Manage Student Records > Class Information > WCU Show Class Sections

Wcu Shosec

Course: 2165 EMG295

Class Sections

Meeting |0 oting Times
01 24 25 0 03\3 [ 04:25-05:40PM  MNH303  Nollen Elizabeth
0z 25 25 10 0 3\3 MWF 01:00-01:50PM MMH315 Sorisio,Carolyn

Total Open Sections:
Total Closed Sections:
Total Held Sections:
Total Cancelled Sections:

Total Seats Scheduled: 49
Total Seats Available: 1
Total Waitlisted: 0

o o - o~

Total Students Paid: 49
Total Sections: 2

Student Enrollment Counts

01
n
c
=)
E M Enrl Total
& [ Enil Avail
a B Wait Tot
£ Wait Avail
=)
(=]

02

0 40 80 120 180 200 240

Student Enrollment Courts

(.Q Return to Search | +[E| Previous in List | +E| Next in ListD




WCU Mass Email

Email a Class Roster

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

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

Favorites : Main Menu > Student Admissions > WCU Admissions > WCU - Mass EMail

Class Roster Students by Org

WCU Mass Email

Class Roster Mass Email

Term: | V|

Subject: C, Catalog: section]

Continue | Clear |

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

Favorites Main Menu : Student Admissions :» WCU Admissions > WOCU - Mass E-Iﬁail

WCU Mass Email

Class Roster Mass Email

Term: | 2016 Fall v

Subject: ENG C, Catalog: 295 Section{02

Continue | Clear I

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

Favorites Main Menu > Student Admissions > WOCU Admissions > WOCU - Mass EMail

Zlass Roster to Email

Term: 2165 Class: ENG 295 02

Personalize | Find | View All | E | First 4 1-25 of 25 n Last
First Hame Email

1 0FE0SaD  aeNELL JENNIFER S Reiaweupa.edu
2 ORENEFY  ARCHRIEOM PATRICIA Fade " s@wcupa.edu
3 Oamdtry  EECeSELL JAYDIN SR S@weupa.edu
4 DEidais = s AJSTIN SE e@wceupa.edu
5 Dhatdnd BRSSO JASMINE [t @weupa.edu
6 OFTEr" i s S CHET B @wceupa.edu
7 0TS Cead KRISTEN 4T ma@weupa.edu
8 Qi ot OLIVIA S @weupa.edu
g OhabEty  DOMR CATHERINE SRS 2@wceupa.edu
10 ONfREN e Smlrs DAMIEL SE @weupa.edu
11 OSSR Qs SARAH S s@wcupa.edu
12 OhenbEt Gl Ssmteg COURTNEY Slbenis@weupa.edu
13 OBBREES bR COLLEEN SR 2@wceupa.edu
14 DRDABEE nEEL STEPHANIE Sl ahsi@weupa.edu
15 ONERINS  LOWE ERIC £ L @wceupa.edu
16 Ofiintdhe  WnCPuanEY BRITTAMNY S @weupa.edu
17 OMONE NEA ZACHARY S i@weupa.edu
18 OfFs s Fam ASHLEY SED T @weupa.edu
19 DRElige  EERR. JHALIL SRR s@weupa.edu
20 Dhednly  SEMGSEMNC CONNOR CSes i @weupa.edu
21 Ol S RILEY S ws@wcupa.edu
22 Qg Sart 200, M MICHOLAS A r@wceupa.edu
23 DRl SROSSE ELIZABETH 5 vi@wcupa.edu
24 ORMNS  WVELED OLIVIA W e “m@weupa.edu
|25 Qi g ¥ BRIDGET St ara@weupa.edu




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 by Major

Chairpersons and Department Secretaries 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 by Org Tab.

Favorites Main Menu > Student Admissions > WOCU Admissions > WCU - Mass EMail

Class Roster || Students by Org

WCU Mass Email

Mass Email by Department/Program/Plan

Term: Career:
v v

College School Department Program

| vl vl V| h
Acad Plan: Q
Earned Credits W | 0.000

** Includes all Active students, not just enrolled

Continue Clear |

Use the drop-down menu to complete the search criteria

Term
Career
College
School
Department
Program
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Class Roster Students by Org

WCU Mass Email

Mass Email by Department/Program/Plan

Term: Career:

2016 Fall ~ Undergraduate ~

College School Department Program

[ cal of Arts & Humanities v|[schoal of Humanities ~| [English V| W)

Acad Plan: Q
Earned Credits | w| 0.000

** Includes all Active students, not just enrolled

Click Continue.

You will see a list of the students in the Major. Click the “OK” button.

Term: 2165 Acad Prog: Total Cumulative Units: 0.000

Career: Undergrad Acad Plan:

Personalize | Find | View 100 | B | First B 1-50 of 550 I Last

Total
Empl ID Last Name First Hame Email Address Academic Program |Academic Plan |[Cumulative
Units

1 083N Linda LMU‘NCUF’A EDU UGRDE 77.000
2 OR3BFS Tz s Daniel [Ersir3@wcupa.edu UGRDE Qoa7 95.000
RS ] fwiiss Daniel [&ra ra@wecupa.edu UGRDE Q24 95.000
4 039 N5S LU TR Karen kasin fisd@wcupa.edu UGRDE Qoz1 99.000
5 0B Flmtans Thoemas 1F s ii@wecupa.edu UGRDE Al42 132.000
6 0% Faadg A Michael It el 2@wcupa.edu UGRDE Qo024 119.000
7 08 ASiad * pahee James .ﬂ“l“ﬁ@wcupa.edu UGRDE E128 136.000
8 DRNAAEF Taafei Rebecca EEatest f@wcupa.edu UGRDE E129 116.000
9 0RNESRY ® pilin Shannon mlnll@wcupa.edu UGRDE A146 105.000
10 ORSRARS Nabitg Sean S0 @wcupa.edu UGRDE A146 98.000
11 ORBEF 04 toaatam Scott S804 te@wcupa.edu UGRDE A147 145.000
12 OBEShe s T Paul Fossitsl@wcupa.edu UGRDE A146 108.000
13 0RSpR S AR Brittany Ertti s sa@weupa.edu UGRDE A146 147.000
14 0BRSS » Wit Leigh L i i@wcupa.edu UGRDE A48 132.000
15 ORRReS2 W Zachary Zwiaan i i@wcupa.edu UGRDE A147 57.000
16 (e Es _ehia, Jared JUEwimsai@wceupa.edu UGRDE Qo025 164.000

( OK |_) Cancel |
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Type your subject in the “Subject” line.

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

Favorites | Main Menu > Student Admissions > WOCU Admissions > WCU - Mass EMail

Email

Email Students

Subject: |
Tt i@ @ a @ RE EEE85 0
: Fomat | Font | Size || B I U abe
E £ = E | i = iE T AT a
T ——
( Send EmaiID Cancel
Click “Send Email”
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Email Students by Plan

Use the drop-down menu to complete the search criteria

Term

Career

College

School

Department

Program

Acad Plan — if you are not sure, use the magnifying glass to search

Class Roster Students by Org

WCU Mass Email

Mass Email by Department/Program/Plan

Term: Career:
2016 Fall ~ Undergraduate ~
College School Department Program
[ cal of Arts & Humanities v|[schoal of Humanities ~| [English v v
Gaaram )
Earned Credits 0.000
** Includes all Active stud not just lled
Continue Clear |

Look Up Acad Plan

Search by: |Academ\c Plan “~|begins with

LookUp | Cancel |agvanced Lookup

Search Results

Plan |Description

a0z English MA

Al42 Literature BA

AldB English BA: Literature

A4T English BA: Writings

A232 English - Non-Thesis Option MA
C255 Certificate in Publishing

E128 English Literature

E129 English BSED: Writings

PG10 English PROF-GRW

Q019 Journalism MINOR.

021 Literature MINOR

Q022 African/African Amer Lit MINOR
Q023 Comparative Literature MINOR.
Q024 Creative Writing MINOR

Q025 Business & Tech Writing MINOR
Q027 Film Criticism MINOR

Q090 Minor in Digital Humanities
T182 English TCHGCERT

T199 English TCHGCERT
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Class Roster Students by Org

WCU Mass Email

Mass Email by Department/Program/Plan

Term: Career:
[2016 Fall v| [ v|

College School Department Program
| Col of Arts B Humanities V” School of Humanities V| | English V|| ~

Acad Plan: |A107 s Q 'a107"
Earned Credits| /] 0.000

##* Tncludes all Active students, not just enrolled

e

Click Continue

Students to Email

Term: 2465 Acad Prog: Total Cumulative Units: 0.000

Career: Acad Plan: ‘A107

Personalize | Find | A ke irst I 1-50 of 59 )| Last

Total
Empl ID Last Name First Hame Email Address Academic Program |Academic Plan |[Cumulative
Units

1 OpMEF* ot Gregory L4l et F@WCUPAEDU GRADE
2 OFE SN B f David G@iTirir@wcupa.edu  GRADE A107 12.000
3 0 viddg L Frederick sEriisis@wcupa.edu  GRADE A107
4 Opbabet Saiin Emily E0dlelet@wcupa.edu GRADE A107 27.000
5 0RMEEIE T it Michele WEL e t@weupa.edu  GRADE A107
5 ORI EEFS Farter Denise SEale "h@wcupa.edu GRADE A107 27.000
7 ORETTS Muigaisr Jill Mt sh@weupa.edu  GRADE A107 60.000
8 ORINERE Fiing Michelle WEd st te@weupa.edu GRADE A107 27.000
9 ORREFID T Sarah S840l h@wcupaedu  GRADE A107
10 OfF nads it Christepher St tevi@wcupa.edu  GRADE A107 24.000
11 ORE3FR Pt Cassandra CFat i u@wcupa.edu  GRADE A107
12 OREF el ®pehar Lauren LEa fsls@wcupa.edu  GRADE A107 15.000
13 OSSN Al et Kristin Wit @weupa.edu  GRADE A107 6.000
14 OfiddEs Cae i Katlin W adetti@wcupa.edu  GRADE A107
15 0§FFINE [ Kathleen W& irt@wcupa.edu  GRADE A107 9.000
16 OFEINES LI = Stephen S ns@wecupa.edu GRADE A107 30.000
17 0F 3838 T Samantha S8t istin@weupa.edu  GRADE A107 33.000
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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.
Name:; Bio/Demao
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.
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MyFavorites =

Bio/Demo

Show Dept Student Workers
WCU Advisor Report

WCU Class Lists Report

WCU Current Majors Report
WCU Display All Grades

WCLU Graduation Applicants-Dept
WCU Major/Plan Report

Gdit myFavurites)

Edit My Links

"My Links" allow you to access your favarite 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.

E My Links Add Link Add Folder Add Other

[Bio/Demo]

[Show Dept Student Warkers]
[WCU Advisor Report]

[WCU Class Lists Report]

[WCU Current Majors Repart]
[WCU Display All Grades]

[WCU Graduation Applicants-Depi]
WU Major/Plan Report]

[ ] o ] (i ] ()

65



Important PS Tips

Allows you to download to an Excel spreadsheet
Magnifying Glass signifies a search key 2l
Career = Undergraduate or Graduate (UGRD or GRAD)
Plan = Academic Major (e.g. A196 Undeclared)
Term = 4 digits (e.g. 2165 = Fall 2016, 2171 = Spring 2017)
2 = millennium year
17 = calendar year

1 = Spring semester

2 =Summer 1

3 = Summer 2

4 = Summer 3

5 = Fall semester

6 = Winter term
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

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. @

Set your PS Favorites to minimize navigation

66


javascript:submitAction_main(document.main,'STDNT_ADVR_HIST_ACAD_PLAN$prompt$0');

Notes:
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