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	Step
	Action

	1.  
	Click the Personal Information (Student) link.

Click on the "Personal Information" link if you want to add/update information about instructor or staff.
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	2.  
	Click the Add/Update a Person link.
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	Step
	Action

	3.  
	Click the dd a New Value link.
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	4.  
	Enter the desired information into the ID: field. Enter "2009DES001".

	5.  
	Click the Add button.
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	Step
	Action

	6.  
	Click the cell.
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	Step
	Action

	7.  
	Enter the desired information into the First Name: field. Enter "Kashaan".

	8.  
	Enter the desired information into the Last Name: field. Enter "Saleem".

	9.  
	Click the Choose a date (Alt+5) graphic.
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	10.  
	Click the 1 link.
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	11.  
	Enter the desired information into the Campus ID: field. Enter "2009DSN109".
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	Step
	Action

	12.  
	Click the cell.
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	Step
	Action

	13.  
	Enter the desired information into the field. Enter "36592-45896-4".

	14.  
	Click the cell.
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	15.  
	Click the Edit Address link.
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	16.  
	Enter the desired information into the Address 1: field. Enter "128 - A Garden Town".

	17.  
	Enter the desired information into the City: field. Enter "Lahore".

	18.  
	Enter the desired information into the State: field. Enter "PUNJAB".

	19.  
	Enter the desired information into the County: field. Enter "Pakistan".

	20.  
	Click the OK graphic.
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	Step
	Action

	21.  
	Click the *Type link.

[image: image19.png]






 

[image: image20.png]< Personal Information
(Student)
 Biographical (Student)
b Identifcation (Student)
b Partiipation Data
(Student)
b Bioderma Processes
(Student)
b Health Information
(Student)
= Searchibtatch

© SEVIS

© Checkists

© Communications

© Comments

© 3C Engine

> Senice Indicators.

© Senice Indicators (Student)

b Organization

© Committees

b Campus Event Planning

© National Student Index NZL

© Persanal Infarmation NLD

~ Student Senices Center
Senvices Ol

Student)

1 Student Recruiting

o Student Admissions

1 Recards and Enroliment

o Curticulum Management

1 Financial Aid

[ Student Financials

0 Academic Agvisement

1 Contriutar Relations

b Set Up HRMS

> Set Up SACR

b Enterprise Components

b worklist

1 Application Diagnastics

1 Tree Manager

1 Reporting Taals.

> PeopleTools

- carsers

- Change iy Password

‘Format Using:  English

Saleem

Middle Name:

Prefix: e 5
First Name: Kashaan
Last Nam:

sufi:

DateofBirth: (0310111884 )

CampusiD:  [2009DSNTOS |

‘Effective Date: 032412009 [

Single

Male ]

Home
Effective Date: [03/24/2009 ]
“Status: v [v
Country: [Pax @

128- A Garden Town
Lahore Punjah




 

	Step
	Action

	22.  
	Enter the desired information into the field. Enter "0427586459".

	23.  
	Enter the desired information into the field. Enter "092".
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	Step
	Action

	24.  
	Click an entry in the list.
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	Step
	Action

	25.  
	Enter the desired information into the field. Enter "kashaan@gmail.com".

	26.  
	Click the option.
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	27.  
	Click the option.
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	28.  
	Click the Save button.
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	29.  
	End of Procedure.
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	Step
	Action

	1.  
	Click the Personal Information (Student) link.
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	2.  
	Click the Biographical (Student) link.
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	3.  
	Click the Names link.
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	4.  
	Click the Search button.

[image: image32.png]Search





	5.  
	Click the 2009DES001 link.
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	6.  
	Click an entry in the list.
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	7.  
	Click an entry in the list.
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	Step
	Action

	8.  
	Enter the desired information into the First Name: field. Enter "Kashaan".

	9.  
	Enter the desired information into the Middle Name: field. Enter "A".

	10.  
	Enter the desired information into the Last Name: field. Enter "Saleem".

	11.  
	Click the Refresh the NAME field graphic.
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	12.  
	Click the Submit button.
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	13.  
	Click the Save button.
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	End of Procedure.
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	1.  
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	Action

	2.  
	Click the Personal Information (Student) link.
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	3.  
	Click the Biographical (Student) link.
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	4.  
	Click the Work Experience link.
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	5.  
	Click the Look up (Alt+5) graphic.
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	6.  
	Click the Higher Edu Comm, Pakistan link.
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	7.  
	Click in the Date field.
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	8.  
	Click in the Date field.
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	9.  
	Enter the desired information into the field. Enter "Administrator".

	10.  
	Click the Save button.
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	End of Procedure.
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	2.  
	Click the Personal Information (Student) link.
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	3.  
	Click the Biographical (Student) link.
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	4.  
	Click the Relationships link.
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	5.  
	Click the Relationships link.
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	6.  
	Click the dd a New Value link.
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	7.  
	Enter the desired information into the field. Enter "2009des001".

	8.  
	Click the Add button.
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	9.  
	Click the *Relationship: list.
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	10.  
	Click an entry in the list.
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	11.  
	Enter the desired information into the *Name: field. Enter "Bukhari, Saleem".

	12.  
	Click the Save button.
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	13.  
	End of Procedure.
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	1.  
	Click the Campus Community link.
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	2.  
	Click the Personal Information (Student) link.
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	3.  
	Click the Biographical (Student) link.
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	4.  
	Click the Addresses/Phones link.
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	5.  
	Click the Addresses link.
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	6.  
	Click the Search button.

[image: image76.png]Search





	7.  
	Click the 2009DES001 link.
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	8.  
	Click the option.
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	9.  
	Click the Edit Address link.
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	10.  
	Enter the desired information into the Address 1: field. Enter "168 / 2 Chuburji".

	11.  
	Enter the desired information into the City: field. Enter "Lahore".

	12.  
	Enter the desired information into the State: field. Enter "PUNJAB".

	13.  
	Enter the desired information into the County: field. Enter "Pakistan".

	14.  
	Click the OK graphic.
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	15.  
	Click the Submit button.
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	16.  
	Click the Save button.
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	17.  
	End of Procedure.
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	Action

	1.  
	Click the Campus Community link.
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	Step
	Action

	2.  
	Click the Personal Information (Student) link.
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	3.  
	Click the Biographical (Student) link.
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	4.  
	Click the Addresses/Phones link.
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	5.  
	Click the Phones link.
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	Step
	Action

	6.  
	Click the Add a new row at row 1 (Alt+7) graphic.
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	7.  
	Click the cell.
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	Action

	8.  
	Enter the desired information into the field. Enter "03224856985".

	9.  
	Click the Save button.
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	10.  
	End of Procedure.
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	1.  
	Click the Campus Community link.
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	Step
	Action

	2.  
	Click the Personal Information (Student) link.
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	3.  
	Click the Biographical (Student) link.
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	4.  
	Click the Emergency Contacts link.
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	Step
	Action

	5.  
	Enter the desired information into the *Contact Name: field. Enter "Saleem Bukhari".
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	6.  
	Click the cell.
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	Action

	7.  
	Click the Edit Address link.

[image: image106.png]Edit Address





	8.  
	Enter the desired information into the Address 1: field. Enter "195/A Employers Housing Scheme".

	9.  
	Enter the desired information into the City: field. Enter "Faisalabad".

	10.  
	Enter the desired information into the State: field. Enter "PUNJAB".

	11.  
	Enter the desired information into the County: field. Enter "Pakistan".

	12.  
	Click the OK graphic.
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	13.  
	Enter the desired information into the field. Enter "042985685".

	14.  
	Enter the desired information into the field. Enter "092".

	15.  
	Click the Primary Contact option.
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	16.  
	Click the Save button.
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	17.  
	End of Procedure.
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	1.  
	Click the Campus Community link.
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	2.  
	Click the Personal Information (Student) link.
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	3.  
	Click the Identification (Student) link.
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	4.  
	Click the Photo link.
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	5.  
	Click the Search button.
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	6.  
	Click the 2009DES001 link.
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	7.  
	Click the Add Photo Button graphic.
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	8.  
	Click the Browse… button.
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	9.  
	Click the student.jpeg list item.
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	10.  
	Click the Open button.

[image: image123.png]






 

[image: image124.png]~ Identifcation (Student)
b Citzenship
- Drivers License Data
- External System 1D
— Resideny Data

P |
PN

0 Patcipation Data

(@tuden)

© Biodemo Processes

@tuden)

© Health Information

tuden)
earchitatch
- Address Search
~ Adg/Update a Person

b SEVIS

b Checkists

& Communications

b Comments

b 3C Engine

b Senice Indicators

b Senice Indicators (Student)

& Organization

b Committees

> Campus Event Planning

b National StudentIndex NZL|

& Personal Information NLD.

~ Student Senvices Center
tuden Senvices Cir

Student

> Student Recruting

> Student Admissions

> Records and Enroliment

> Curtculum Management

0 Financial Aid

> Student Financials

> Academic Advisement

> Contributor Relations

o SetUp HRMS

o SetUp ACR

0 Enterprise Companents

o Workdist

0 Application Diagnostics

o Tree Manager

> Reporting Tools

CiDocuments and Setings\sobiaiDeskiopistudent joe  [Browee. |
Upload | _cancel

New Window | Hels |

[



 

	Step
	Action

	11.  
	Click the Upload button.
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	12.  
	Click the Save button.
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	13.  
	Click the OK button.
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	14.  
	End of Procedure.
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	1.  
	Click the Campus Community link.
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	Step
	Action

	2.  
	Click the Personal Information (Student) link.
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	3.  
	Click the Identification (Student) link.

[image: image132.png]Identification (Student)





	4.  
	Click the Citizenship link.
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	5.  
	Click the Citizenship and Passport link.
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	6.  
	Click the Search button.
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	7.  
	Click the 2009DES001 link.
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	8.  
	Enter the desired information into the field. Enter "PAK".



 

[image: image138.png]iip and
ot
- Visa Permit Dafa
= Diivers License Dala
- External Systemn D
- Resigency Dala
- Photo
PN
b Partiipation Data
(Student)
b Bioderma Processes
(Student)
© Health Infarmation
(Student)
= SearchiMatch
ddress Search
= Add/Upgate a Person
b SEVIS
© Checkists
© Communications
© Comments
© 3C Engine
> Senice Indicators.
© Senice Indicators (Student)
b Organization
© Committees
b Campus Event Planning
© National Student Index NZL
© Persanal Infarmation NLD
tudent Senices Center
tudent Senvices Cir
Student)
1 Student Recruiting
o Student Admissions
1 Recards and Enroliment
o Curticulum Management
1 Financial Aid
[ Student Financials
0 Academic Agvisement
1 Contriutar Relations
b Set Up HRMS
> Set Up SACR
b Enterprise Components
b worklist
b Application Diagnostics

Citizenship/Passport

Kashaan Saleem

citizenshipPassport

Issue Date: £

Country: ¥
State: Q
city:

2009DES001

Citizenship Status:

Expiration Date:

£

Isst

10 Authority:

Comment:

Bsave | Sretunto search | Elnotty

Newindow | pelp | Customze Page |




 

	Step
	Action

	9.  
	Click the cell.
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	Step
	Action

	10.  
	Enter the desired information into the *Passport Number: field. Enter "J1296584".

	11.  
	Enter the desired information into the Issue Date: field. Enter "01/01/2006".

	12.  
	Enter the desired information into the Expiration Date: field. Enter "01/01/2011".

	13.  
	Enter the desired information into the State: field. Enter "PUNJAB".

	14.  
	Enter the desired information into the City: field. Enter "Lahore".

	15.  
	Enter the desired information into the Issuing Authority: field. Enter "Pakistan".

	16.  
	Click the Save button.
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	17.  
	Click the Visa Permit Data link.
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	Action

	18.  
	Enter the desired information into the field. Enter "PAK".

	19.  
	Click the Look up Type (Alt+5) graphic.
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	20.  
	Click the Residence link.
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	21.  
	Enter the desired information into the Number: field. Enter "5KL1256".

	22.  
	Enter the desired information into the Issue Date: field. Enter "01/05/2005".

	23.  
	Enter the desired information into the Duration: field. Enter "36".

	24.  
	Enter the desired information into the Date of Entry into Country: field. Enter "01/25/2005".

	25.  
	Enter the desired information into the Expiration Date: field. Enter "01/05/2007".

	26.  
	Click the Save button.

[image: image146.png]




	27.  
	End of Procedure.
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	1.  
	Click the Campus Community link.
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	Step
	Action

	2.  
	Click the Personal Information (Student) link.
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	3.  
	Click the Participation Data (Student) link.
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	4.  
	Click the Athletic Participation link.
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	5.  
	Click the Search button.
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	6.  
	Click the 2009DES001 link.

[image: image155.png]2009DESDO1







 

[image: image156.png]. Newingow | Help | Custormize Page |
udent

b Accomplishments

= Alfletic Participation

= Exiracurticular Athletic Participation
Acties
b Bliodemo Processes Kashaan Saleem 2009DES001
(Student)
© Health Information

(Student)

carchiatch
- Adiress Search

- dilUpdate s Person
b SEVIS
b Checkists
» Commurications
» Comments
» 3C Engine
 Senice Indators Clcurrent Participant
> Service Indicators (Student)|
» Organization CINCAA Elgible
» Commitees
1> Campus Event Planning Comments:
 National Student IndexNZL
 Personal Information NLD
- Student Servces Center
tudent Senices Cir Bsave | SRetumto Searcn | Elnctity | Fpesteiisplay | Elincude History | B correct History
Stuger
> Student Recruiting
> Student Admissions
> Records and Enroliment
> Curiculum Wanagement
> Financial Aid
> Student Financials
> Academic Advisement
> Contibutor Refations
> SetUp HRS
> Set Up 5ACR
> Enterprise Components
> workist
> Application Diagnostics
> Tree Wanager
> Reporting Tools
> PeopleTaols
- Carcers
- Change wy Passworg

‘Effective Date: 0312472008 5

“Athletic Participatior




 

	Step
	Action

	7.  
	Click in the Sports field.
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	8.  
	Click the cell.
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	9.  
	Click the Save button.
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	10.  
	Click the Extracurricular Activities link.

[image: image161.png]Extracurricular
Activities







 

[image: image162.png]< Partcipation Data
(Student)
b Accomplishments
— aihletic Participation

= Extracurricular
ot

© Bioderma Processes
(Student)
b Health Information
Student)
earchiiatch
- Address Search
= Add/Upgate a Person
b SEVIS
© Checkists
© Communications
© Comments
© 3C Engine
> Senice Indicators.
© Senice Indicators (Student)
b Organization
© Committees
b Campus Event Planning
© National Student Index NZL
© Persanal Infarmation NLD
~ Student Senices Center
Senvices Ol
Student)
1 Student Recruiting
o Student Admissions
1 Recards and Enroliment
o Curticulum Management
1 Financial Aid
[ Student Financials
0 Academic Agvisement
1 Contriutar Relations
b Set Up HRMS
> Set Up SACR
b Enterprise Components
b worklist
1 Application Diagnastics
1 Tree Manager
1 Reporting Taals.
> PeopleTools
- carsers
- Change iy Password

Extracurricular Activities

Kashaan Saleem

2009DES001

Newindow | pelp | Customze Page |

Internal / External:
Activity:
Start Date:

Years volved

Academic Career:

Activity Type:

Comments:

Academic Institution:

Find |

University of The Punjab

GRAD QA orauate

Time Unit 1:

Time Unit 2:

(1] Clnterest

Eleventh Grade (] Postsecondary (]
TenthGrade (1 Twelfth Grade (]

[v]
[Tla

Term:

[v]  Office Heli:

“Time Unit: | FrsWeek [v]

“Ti

e uni: [Whivear_[v]

I}

Bsave | Sretunto search | Elnotty



 

	Step
	Action

	11.  
	Click in the Internal/ External: field.
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	12.  
	Click the Look up Activity (Alt+5) graphic.
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	13.  
	Click the Class President link.
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	14.  
	Click in the End Date field.
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	15.  
	Click the Save button.
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	16.  
	End of Procedure.
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	Step
	Action

	1.  
	Click the Campus Community link.
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	Step
	Action

	2.  
	Click the Personal Information (Student) link.
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	3.  
	Click the Participation Data (Student) link.
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	4.  
	Click the Accomplishments link.
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	5.  
	Click the Honors and Awards link.
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	Step
	Action

	6.  
	Click the *Academic Institution: list.
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	Step
	Action

	7.  
	Click the Look up Honor/Award (Alt+5) graphic.
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	8.  
	Click the Dean's List link.
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	9.  
	Enter the desired information into the Career: field. Enter "GRAD".

	10.  
	Enter the desired information into the Term: field. Enter "0091".

	11.  
	Click the Save button.
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	Step
	Action

	12.  
	Click the Publications link.
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	13.  
	Click the Search button.
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	14.  
	Click the 2009DES001 link.
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	Step
	Action

	15.  
	Click in the Publication Title field.
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	16.  
	Click the cell.
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	Step
	Action

	17.  
	Enter the desired information into the Publication Title field. Enter "Introduction to Assembly Language".

	18.  
	Enter the desired information into the Publication Name field. Enter "Introduction to Assembly Language".

	19.  
	Enter the desired information into the Publisher: field. Enter "Azeem Text Books".

	20.  
	Click the Save button.
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	21.  
	End of Procedure.
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	Step
	Action

	1.  
	Click the Campus Community link.
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	Step
	Action

	2.  
	Click the Personal Information (Student) link.
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	3.  
	Click the Health Information (Student) link.
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	4.  
	Click the Immunizations and Health link.
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	Step
	Action

	5.  
	Click the Search button.
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	6.  
	Click the 2009DES001 link.
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	7.  
	Click the Look up Immunization (Alt+5) graphic.
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	8.  
	Click the Hepatitus B link.
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	9.  
	Enter the desired information into the Date Taken: field. Enter "01/01/2009".

	10.  
	Enter the desired information into the Expiration Date: field. Enter "01/01/2011".
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	Action

	11.  
	Click the cell.
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	12.  
	Click the ealth Test link.
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	13.  
	Click the Look up Health Test (Alt+5) graphic.
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	14.  
	Click the Blood CP link.
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	15.  
	Enter the desired information into the Date Taken: field. Enter "01/25/2009".

	16.  
	Enter the desired information into the Date Received: field. Enter "01/25/2011".

	17.  
	Enter the desired information into the Test Value: field. Enter "2.5".
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	Action

	18.  
	Click in the Test Result field.
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	19.  
	Click the Save button.
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	20.  
	End of Procedure.
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	Step
	Action

	1.  
	Click the Campus Community link.
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	2.  
	Click the Personal Information (Student) link.
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	3.  
	Click the Health Information (Student) link.
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	4.  
	Click the Health Exams link.
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	5.  
	Click the Audiometric Exam link.
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	6.  
	Click the *Exam Type: list.
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	7.  
	Click the cell.

[image: image223.png]






 

[image: image224.png]~ Health Exarms

= Eve Exam

- Physical Exam

- Respiratory Exam
ceommodation Data
= Immunizations ang

Healin

- Impaimment AUS

- SearchiMatch
ddress Search
= Add/Upgate a Person

b SEVIS

© Checkists

© Communications

© Comments

© 3C Engine

> Senice Indicators.

© Senice Indicators (Student)

b Organization

© Committees

b Campus Event Planning

© National Student Index NZL

© Persanal Infarmation NLD
tudent Senices Center
~ Siudent Senices Cir

Student)

1 Student Recruiting

o Student Admissions

1 Recards and Enroliment

o Curticulum Management

1 Financial Aid

[ Student Financials

0 Academic Agvisement

1 Contriutar Relations

b Set Up HRMS

> Set Up SACR

b Enterprise Components

b worklist

1 Application Diagnastics

1 Tree Manager

1 Reporting Taals.

> PeopleTools

- carsers

- Change Wy Passworg

- My Personalizations

‘Audio Exam AddriPhone [ MEai

Kashaan Saleem

Mew Wingow | Help | Customize Pace |

2009DES001

‘ExamDate: (0312412008 5
Next Exan [p372472010 )
Physician ID: [ &
Country: [ a

Address:

“Exam Type:

Physi

Phone:

Annual =

——

Edit Address

Bsave | Sretunto search | Elnotty

‘Audio Exam AddrPhone | Exam Details



 

	Step
	Action

	8.  
	Click the Look up Physician ID (Alt+5) graphic.
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	9.  
	Click the 00001924003 link.
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	10.  
	Click the Exam link.
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	11.  
	Enter the desired information into the Audiometer Serial #: field. Enter "1".
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	12.  
	Enter the desired information into the Decibels: field. Enter "-10".

	13.  
	Enter the desired information into the 500 field. Enter "10".

	14.  
	Enter the desired information into the 1K field. Enter "20".

	15.  
	Enter the desired information into the 8K field. Enter "150".
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	16.  
	Click in the Hearing Classification: field.
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	17.  
	Click the Save button.
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	18.  
	Click the Eye Exam link.
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	19.  
	Click the cell.
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	20.  
	Enter the desired information into the Physician ID: field. Enter "00001924003".

	21.  
	Click the Exam Details link.
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	22.  
	Enter the desired information into the Uncorrected: field. Enter "2".

	23.  
	Enter the desired information into the field. Enter "2".

	24.  
	Click the Save button.
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	25.  
	Click the Physical Exam link.
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	26.  
	Click the cell.
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	27.  
	Enter the desired information into the Physician ID: field. Enter "00001924003".

	28.  
	Click the Exam details link.
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	29.  
	Click the Blood Donor option.
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	30.  
	Click in the Blood Type: field.
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	31.  
	Click the Save button.
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	32.  
	Click the Respiratory Exam link.
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	33.  
	Click the cell.
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	34.  
	Enter the desired information into the Physician ID: field. Enter "00001924003".

	35.  
	Click the Exam Details link.
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	36.  
	Click in the Exposure Type: field.
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	37.  
	Click the Look up Business Unit (Alt+5) graphic.
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	38.  
	Click the Save button.
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	39.  
	End of Procedure.
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	1.  
	Click the Campus Community link.
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	2.  
	Click the Checklists link.
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	3.  
	Click the Set up Checklists link.
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	4.  
	Click the Checklist Item Table link.
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	5.  
	Click the dd a New Value link.
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	6.  
	Enter the desired information into the Checklist Item Code: field. Enter "BABSC".

	7.  
	Click the Add button.
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	8.  
	Enter the desired information into the *Effective Date: field. Enter "01/01/1900".

	9.  
	Enter the desired information into the *Checklist Code Descr: field. Enter "BA/ BSC Equivalent".

	10.  
	Enter the desired information into the Short Description: field. Enter "BA/ BSC".

	11.  
	Click the Item Association list.
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	12.  
	Click in the Name: field.
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	13.  
	Click the Save button.
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	14.  
	Click the Checklist Item Functions Table link.
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	15.  
	Click the Search button.
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	16.  
	Click the ADMA link.
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	17.  
	Click the Look up Item Code (Alt+5) graphic.
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	18.  
	Click the BABSC link.
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	19.  
	Click the Add a new row at row 1 (Alt+7) graphic.
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	20.  
	Enter the desired information into the field. Enter "NICARD".

	21.  
	Click the Add a new row at row 2 (Alt+7) graphic.
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	22.  
	Enter the desired information into the field. Enter "PHOTO".

	23.  
	Click the Add a new row at row 3 (Alt+7) graphic.

[image: image282.png]




	24.  
	Enter the desired information into the field. Enter "DOMC".

	25.  
	Click the Save button.
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	26.  
	Click the Checklist Table link.
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	27.  
	Click the dd a New Value link.
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	28.  
	Enter the desired information into the Checklist Code: field. Enter "ADMIS".

	29.  
	Click the Add button.
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	30.  
	Enter the desired information into the field. Enter "01/01/1900".

	31.  
	Enter the desired information into the *Description: field. Enter "Admission Checklist".

	32.  
	Enter the desired information into the Short Description: field. Enter "Admission".

	33.  
	Enter the desired information into the *Function: field. Enter "ADMA".

	34.  
	Click the Checklist Type: list.
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	35.  
	Click the Condition List link.
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	36.  
	Enter the desired information into the Due Days: field. Enter "15".

	37.  
	Click the Look up Item Code (Alt+5) graphic.
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	38.  
	Click the BABSC link.
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	39.  
	Click the Add a new row at row 1 (Alt+7) graphic.
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	40.  
	Enter the desired information into the field. Enter "DOMC".

	41.  
	Click the Save button.
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	42.  
	Click the Checklist 3C Groups link.
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	43.  
	Click the Look up Group (Alt+5) graphic.
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	44.  
	Click the Comment/Communication Security link.

	45.  
	Click the Save button.
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	46.  
	End of Procedure.
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	1.  
	Click the Campus Community link.
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	Step
	Action

	2.  
	Click the Checklists link.
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	3.  
	Click the Person Checklists link.
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	4.  
	Click the Checklist Management - Person link.
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	Action

	5.  
	Click the dd a New Value link.
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	6.  
	Enter the desired information into the ID: field. Enter "2009des001".

	7.  
	Click the Add button.
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	8.  
	Enter the desired information into the *Administrative Function: field. Enter "ADMA".

	9.  
	Enter the desired information into the *Checklist Code: field. Enter "ADMIS".

	10.  
	Enter the desired information into the Due Date: field. Enter "04/08/2009".

	11.  
	Click the Checklist Management 2 link.
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	12.  
	Click the cell.
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	13.  
	Click the Variable Data button.
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	14.  
	Enter the desired information into the field. Enter "GRAD".

	15.  
	Click the Look up Application Nbr (Alt+5) graphic.
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	16.  
	Click the 00028732 link.
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	17.  
	Click the OK button.
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	18.  
	Click the Save button.
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	19.  
	Click the Item Update - by Person link.
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	20.  
	Click the list.
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	21.  
	Click the cell.
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	22.  
	Click the Save button.
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	23.  
	Click the Item Update - by Item link.
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	24.  
	Click the Add a New Value link.
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	25.  
	Click the Look up Checklist Item Code (Alt+5) graphic.
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	26.  
	Click the PHOTO link.
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	27.  
	Click the Add button.
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	28.  
	Click the Look up ID (Alt+5) graphic.

[image: image329.png]




	29.  
	Click the 2002GBW229 link.
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	30.  
	Click the Add a new row at row 1 (Alt+7) graphic.
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	31.  
	Click the Look up ID (Alt+5) graphic.
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	32.  
	Click the 2002IWG28 link.
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	33.  
	Click the Save button.
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	34.  
	Click the Person Checklist Summary link.
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	35.  
	Click the Search button.
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	36.  
	Enter the desired information into the Function field. Enter "ADMA".

	37.  
	Click the Search graphic.
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	38.  
	Click the Save button.
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	39.  
	End of Procedure.
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	Action

	1.  
	Click the Campus Community link.
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	Step
	Action

	2.  
	Click the Comments link.
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	3.  
	Click the Set Up Comments link.
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	4.  
	Click the Comment Category Table link.
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	Step
	Action

	5.  
	Click the dd a New Value link.
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	6.  
	Enter the desired information into the Comment Category: field. Enter "ADM".

	7.  
	Click the Add button.
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	8.  
	Enter the desired information into the *Effective Date: field. Enter "01/01/1900".

	9.  
	Enter the desired information into the *Description: field. Enter "Administrative Comment".

	10.  
	Enter the desired information into the Short Description: field. Enter "Admin".

	11.  
	Enter the desired information into the *Administrative Function: field. Enter "GEN".

	12.  
	Enter the desired information into the field. Enter "Need to Improve.".

	13.  
	Click the Save button.
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	14.  
	Click the Comment 3C Groups link.
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	15.  
	Enter the desired information into the field. Enter "SEC".

	16.  
	Click the Save button.
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	17.  
	End of Procedure.
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	1.  
	Click the Campus Community link.
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	2.  
	Click the Comments link.

[image: image356.png]Comments





	3.  
	Click the Comments - Person link.
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	4.  
	Click the Person Comment Entry link.
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	Step
	Action

	5.  
	Click the dd a New Value link.
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	6.  
	Enter the desired information into the ID: field. Enter "2009des001".

	7.  
	Click the Add button.
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	8.  
	Enter the desired information into the *Administrative Function: field. Enter "GEN".

	9.  
	Enter the desired information into the *Comment Category: field. Enter "ADM".

	10.  
	Click the Look up Department (Alt+5) graphic.
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	11.  
	Click the ADMIN link.
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	12.  
	Click the Save button.
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	13.  
	Click the Person Comment Summary link.
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	Step
	Action

	14.  
	Press [Enter].

	15.  
	Enter the desired information into the Function: field. Enter "GEN".

	16.  
	Click the Fetch graphic.

[image: image367.png]Search





	17.  
	Click the View link.
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	18.  
	End of Procedure.
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Procedure



 

[image: image369.png]ORACLE’
Personalize Content | Layout

®

b My Favorites
> Display UPK help

> Hostel ianagement System
> Online Application System
1 Self Senice

b Manager Self Service

b Recruiting

1 workforce Adrministration
1 Benefits

> Compensation

o stock

1 Time and Labor

b Payroll for North America
> Global Payrol & Absence Mot
> PayrollInterface

1 Workforce Develapment
1 Organizational Development
> Enterprise Learning

1 workforce Monitaring

b Pension

b Campus Community

1 Student Recrulting

o Student Admissions

1 Recards and Enroliment
o Curticulum Management
1 Financial Aid

[ Student Financials

0 Academic Agvisement

1 Contriutar Relations

b Set Up HRMS

> Set Up SACR

b Enterprise Components
b worklist

1 Application Diagnastics

1 Tree Manager

1 Reporting Taals.

> PeopleTools

Careers

|- Change v Password

|- v Personalzations

|- by System Profle

|- by Dictianary

Sion out
Help



 

	Step
	Action

	1.  
	Click the Campus Community link.
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	Step
	Action

	2.  
	Click the Committees link.
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	3.  
	Click the Manage Service Indicators link.
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	Step
	Action

	4.  
	Click the Search button.
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	5.  
	Click the 2009DES001 link.
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	6.  
	Click the Effect list.
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	Step
	Action

	7.  
	Click in the Negative field.

Select the effect of the service indicator
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	Step
	Action

	8.  
	Click the Add Service Indicator link.
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	9.  
	Click the Late Fee Service Indicator link.
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	10.  
	Click the Look up Service Ind Reason Code (Alt+5) graphic.
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	11.  
	Click the Unpaid Fee link.
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	12.  
	Enter the desired information into the Start Term: field. Enter "0091".

	13.  
	Enter the desired information into the End Date: field. Enter "04/25/2009".

This is the date after which, the service indicator will remain no longer effective.

	14.  
	Click the cell.

The impacts of this service indicator: This specific service indicator blocks all sorts of enrollments. 
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	15.  
	Click the OK button.

[image: image386.png]




	16.  
	Click the Return to Search button.
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	17.  
	Click the Personal Information (Student) link.

Now to view how the service indicator is visible to the user.
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	Step
	Action

	18.  
	Click the Addresses/Phones link.
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	19.  
	Click the Addresses link.
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	Action

	20.  
	Click the Search button.

[image: image393.png]Search





	21.  
	Click the 2009DES001 link.
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	22.  
	Click the Negative Service Indicators graphic.

This indicates a negative indicator. For positive indicator "star" is used.
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	23.  
	Click the FEE link.
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	24.  
	Click the Release button.

to release the service indicator before its end date, click this button.
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	25.  
	Click the OK button.
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	26.  
	End of Procedure.


Mass Assign and Mass Release

Procedure
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	Step
	Action

	1.  
	Click the Campus Community link.
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	Step
	Action

	2.  
	Click the Service Indicators (Student) link.
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	3.  
	Click the Mass Assign link.

[image: image403.png]Mass Assigh







 

[image: image404.png][ Pension

= Campus Community

> Persanal Infarmation

© Persanal Infarmation

(Student)

b SEVIS

© Checkists

© Communications

© Comments

© 3C Engine

b Senice Indicators.

= Senice Indicators (Student)

- Manage Senice

Ingicators

ot Senice Indicators

ass Release
b Organization

© Committees

b Campus Event Planning
© National Student Index NZL
© Persanal Infarmation NLD

~ Student Senices Center
tudent Senvices Cir

Student)

1 Student Recruiting

o Student Admissions

1 Recards and Enroliment

o Curticulum Management

1 Financial Aid

[ Student Financials

0 Academic Agvisement

1 Contriutar Relations

b Set Up HRMS

> Set Up SACR

b Enterprise Components

b worklist

1 Application Diagnastics

1 Tree Manager

1 Reporting Taals.

> PeopleTools

- carsers

- Change Wy Passworg

- My Personalizations

- 1y Systern Profile

- My Dictionary

Mass Assign
Enter any informatian you have and click Search. Leave fields blank fr a st af all values.

Run Controlipbeginswin] |

Ccase sensitive

Search | advanced Search

Find an Existing Value | & 2 Neww Value

Newindow | telp |

[



 

	Step
	Action

	4.  
	Click the Add a New Value link.
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	5.  
	Enter the desired information into the Run Control ID: field. Enter "Mass_Assign".

	6.  
	Click the Add button.
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	Step
	Action

	7.  
	Click an entry in the list.

This is the Student's Selection Query. This query selects the students on which you want to apply the service indicator.
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	Action

	8.  
	Click the Look up Query Name (Alt+5) graphic.
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	9.  
	Click the QA_CS_CC_PS_SRVCIND_PERS link.
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	10.  
	Click the Preview Selection Results link.

Click to see the list of students selected by the query, on which the service indicator will be applied.
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	11.  
	Click the Return button.
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	12.  
	Enter the desired information into the *Service Indicator Code field. Enter "FEE".

	13.  
	Enter the desired information into the Reason field. Enter "1".

	14.  
	Enter the desired information into the Start Term field. Enter "0091".

	15.  
	Click the Run button.
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	16.  
	Click the OK button.
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	17.  
	Click the Process Monitor link.
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	18.  
	Click the Refresh button.
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	19.  
	Click the Mass Release link.
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	20.  
	Click the Add a New Value link.
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	21.  
	Enter the desired information into the field. Enter "Mass_Release".

	22.  
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	23.  
	Click the Look up Query Name (Alt+5) button.
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	24.  
	Click an entry in the Query Name column.
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	25.  
	Enter the desired information into the Service Indicator Code field. Enter "Fee".

	26.  
	Enter the desired information into the Reason field. Enter "1".

	27.  
	Enter the desired information into the Start Term field. Enter "0091".

	28.  
	Click the Run button.
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	29.  
	Click the OK button.
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	30.  
	Click the Process Monitor link.
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	31.  
	Click the Refresh button.
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	32.  
	End of Procedure.
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