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A&R Students

New Students

Adding A New Student

To add a new student into the system, select the white folder icon (new) in the upper left corner of

the tool bar.

An add data dialog box appears asking if you want to add a new record. Choose yes or no.

Transzcripts | Records Adjustment I Courze Authorization I

Directary Infarmation |.-i'-.ppli|:atiu:|n$| Hegistratiunl Current Schedule EnrDIImentHistDr_l,lI F'a_l,lmentHistu:ur_l,lI Huolds I [e

MName |F'|:ustal .ﬁ.ddressl F'hu:unel MasterHecurdI

First Mame

Lazt Hame

I ame Suffix

e

[

Term

I
TS

o 7
i el sl @ D wou wank ko add a new records

Birthidate Fin Code S50
Email &ddrezz Feceive Emailz
I r Fhato Taken
Current Status
Frobation Status [relinguency
Arademic Frogrezs I
Active Holdz

—

| Rezidency

The SRJC student records (short form application entry) screen appears:
Enter in the student's information and press save on the toolbar.
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Select Term Student/D
Sping 2006 7| | 200205752
Eirst Mame i} Last Mame Mame Suffis Home Phone Mbr Birthdate
ISonny IB |F|ainbow IIII j I[?D?] 533-0914 IDSHDM‘I 984
Email Address Fieceive Emails SSH Pin Code
Israinbow@sbcglobal. et r I"****"*** I**"****"
— Mailing Address —waiver Groups
o (" e i
us Canada Other International I Staf
Street Address [~ ABR40

|322 Misty Valley \way

v

LCity State

Zip Code

IS anta Fosa

A

| 954050000

Residency Lewvel of Education ‘rear Received
| Resident | |Recsived High Schodl Diploma =] 2002
E ducational Goal
IEam A8285 Without Transfering j
Data Field Description
Select Term Select a term from the drop-down box
Student ID A student identification number will populate
box
First Name Student's first name. Maximum 20 valid
characters.*
Ml Student's middle initial. Maximum 1 valid
character.*
Last Name Student's last name. Maximum of 30 valid
characters.*
Name Suffix Choose a name suffix from the drop-down box

if needed

Home Phone Nbr

Student's home telephone number. Use 3 digit
area code + 7 digits.

Birthdate

Student's birthdate using six digits. Format is
mm/dd/yyyy.

Email Address

Student's email address

Receive Emails

Check box if student is willing to receive emails

SSN Student's social security number. This is 9
numeric digits.
Pin Code Student's 4 to 6 digit pin code is populated

here

Mailing Address

Student's mailing address

US, Canada, Other International

Choose the correct state from the radio
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buttons
Street Address Student's street address
City City of residence=
State State of residence
Zip Code 5 to 9 digit zip code
Residency Choose residency status from drop-down box

Level of Education

Choose current level of education from drop-
down box

Year Received

Year student received diploma or equivalent.
Format is yyyy.

Educational Goal

Choose student's educational goal from drop-
down box

Waiver Groups

Check the boxes to waive certain fees

Staff

The student works for the college

AB540 Student

California Nonresident Tuition Exemption

Prayer for Healing

No health services (student uses prayer only
for healing).

* See appendix 1 for valid characters and acceptable international characters.

= See appendix 2 for local city shortcuts.
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Directory Information

Directory Information Tab

The Directory Information tab holds sub-tabs for a student's contact information and master

record.

Click on the following hyperlinks to view the Directory Information sub-tabs:

Name Tab
Postal Address Tab
Phone Tab
Master Record Tab

Click on the following hyperlinks to view the details for the additional sub tabs for the Master

Record Tab:

Demographics tab, Prior Names tab, Transfer Info tab, Units tab, Comments tab, and Veteran

Information tab.

La Chica, Dora D Do MOT Releaze Info

Adjustment I Courge Authorization I

Last updated on 6/8/2006 11:10:20 Ak by SRIC Registration

Applicationsl Hegistrationl Current Schedule | Enrollment History PaymentHistoryl Holds I Degreesl Eertfic:atesl Petitionsl Challenges | Equivalencies

Name |F'ostal Addressl Phonel MasterHecordI

First Mame Jiil] Last Mame Mame Suffix
IDora ID_ ILa Chica INone j
Birthdate Pin Code S5
ID?.-"D“.-"‘I 989 I xxxxxxxx I xxxxxxxxx
Email Address Feceive Emails
Idlachica@sonic.net r Mo Phata
Current Status
Frobation Status Delinquency
Academic Frogress I $0.00
Mot on probation Mot on probation Active Holds
I 0
Fiegistration Status
Tem | Form Meeded | Pricrity | Fiesidency
Spring 2008 Reaqistration Card  Open Registration Resident
Fall 2004 Application Open Registration Unknown
Summer 2004 Application Open Registration Unknown




Name Tab

Name IJ\F‘u:ustal .-’-'-.ddressl F'hu:unel MasterHemrdI

A&R Students

My
Eirst Mame i Lazt Mame Hame Suffix
I ILian IN-:une j
Birthdate Fin Code S5H
I:I?."II:IE."I-I 953 Ixxxx Ixxxxxxxxx
Email &ddresz Receive Emails
I r Mo Phaota
Current Status
Probation Status Delinguency
Academic Progresz I $0.00
Mat on probation Mat on probation i B
I 1]
R eqistration Statuz
Term | Form Needed | Friority | Rezidency
Summer 2005 Application Friority period pazzed I nknon
Spring 2005 Application Frionty penod pazzed Inknovn
Fall 2004 Application Pricrity period paszed ko
Data Fields Description
First Name First name. Use up to 20 valid characters. See appendix 1 for list of valid

entries, including international.

MI Middle initial. Use 1 valid character. See appendix 1 hyperlink above for list of
valid entries.

Last Name Last name. Use up to 30 valid characters. See appendix 1 hyperlink under first
name above for list of valid entries.

Name Suffix Name suffix such as Jr, SR, |, Il, etc. Select from drop-down box.

Birthdate Date of birth. Use 6 digits in mm/dd/yyyy format.

Pin Code Student's 4 to 6 digit Personal Identification Number populates.

SSN Social Security Number. This is 9 numeric digits.

Email Email address. Case insensitive, the valid format is Username@emailDomain.

Address

Receive Does student wish to receive email? Check box for yes, leave blank for no.

Emails

Current A subsection of the name tab that includes a student's registration and
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Status probation status.

Probation Indicates after enrolling in at least 12 semester units, if a student is on

Status academic and/or progress probation.

Academic A student that earned a cumulative GPA between 1.00 and 1.99 will be on
probation.

Progress A student will be on probation if over 50% of units contain a "W", "I", and/or
"NC".

Delinquency

Debts owed and to be paid by the student before registering..

Active Holds | Disciplinary and other reasons for denying registration- see holds tab
Registration Record of current academic year terms, forms needed from student, the
Status registration priority dates, and residency status of a student.

Click to return to Directory Information.
Click to go to Postal Address sub-tab.
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Phone Tab

M ame I Postal Addiess  Phone I bd azter Heu:u:uru:ll
[,

by
Phone E of 1
Phone Mumber Extenzion Type Erirnary
|i707) 824-5391 | Home | v
— Current Phones
Phone Mumber | E stension | Type | Frimany | Deleted |
[707] 824-6931 Home es
Data Field Description
Phone [Selection box] Multiple phone numbers may be on file. Use the selection box to
select the appropriate phone number and information set.
Phone Number Student's phone number. Use 10 numeric digits. the () and -
automatically populates.
Extension Student's extension if appropriate. Use a maximum of 6 digits.
Type [Drop down menu] | Select phone type.
Primary [Check box] Check box if this is student's primary contact number.
Current Phones This table is for viewing a student's multiple phone numbers and
cannot be modified.

Click to return to Directory Information Tab.
Click to go to Master Record Tab.
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Postal Address Tab

Mame Fostal Address | P'h-:unel Mazter Heu:u:uru:ll
I

by
Addrezs E af 1

Street Addresz

L5 i~ Canada ™ Other Intermational
Addrezz Tupe
Corversian j

Canfield Bd

City State £ip Code
|Sebastopol | Califarnia ~| 954720000
Data Field Description

Address [Selection box]

Multiple addresses may be on file. Use the selection box to select
the appropriate address and information set.

Country [Radio button]

Select country.

Address Type [Drop

Select address type.

down menu]
Street Address Student's street address. Use up to 40 alphanumeric characters.
City Student's city. Use up to 20 letter characters. See appendix 2 for

list of city shortcuts.

State [Drop down menu]

Student's state. Select from the drop-down box.

Zip Code

Student's ZIP code. Use 5 to 9 numeric digits for the US.. The
computer will automatically hyphenate. See appendix 3 for
Canadian and International postal code entries.

Click to return to Directory Information tab.

Click to go to Phone Tab.
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Master Record Tab

The Master Record tab holds sub-tabs for Demographics, Prior Names, Transfer Info, Units,
Comments, and Veteran Information.
Click the hyperlinks above to view the Master Record sub tabs.

Demoaraphics |F'riu:urNames| Transferlnfnl Ihitz I Eu:ummentsl Weteran Infnrmatinnl

Admizzion Date

Attendance Level

|05v28/20m =]

laender

I Complete Attended Springj

Citizenzhip

IMaIe j

|U.5. Citizen El

— Last Attended

Credit

MHan-Credit

Sping 2002 |

| i

— Education

High Schoal Last Attended

Y'ear af rad

= | 1

Click to return to Directory Information Tab.

Releaze Info
ID::: Mot Releaze Info j

Ethiicity
IEIther Pacific: |zlander j

Tranzcript Caunt

o

Yerification Count

o
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Demographics

MHame I Poztal .ﬁ.ddressl Phone Master Becaord |

| F'riu:urNamesI Transferlnfnl L rits I Eu:ummentsl Veteranlnfnrmatinnl

g

Admizzion Date

Attendance Level Releaze Info

|05v28/20m =]

I Complete Attended Springj I Do Mot Releaze Info j

laender Citizenzhip Ethricity
| Male El |U.5. Citizen El |Other Pacific Isander x|
— Last Attended Tranzcript Caunt
I n
Credit Mon-Credit
apring 2002 j I j Yerification Count
I n
— Education
High Schoal Last Attended Y'ear of rad
= | 1

Data Field

Description

Admission Date

Student's original date of admission.

Attendance Level

Choose an attendance level: pre-application, application,registered,
registered then dropped, complete current term attended, complete with
records, or incomplete in vault.

Release Info Select to Release or Do Not Release student's info.

Gender Student's gender.

Citizenship Student's citizenship.

Ethnicity Student's ethnic affiliation or group

Last Attended Last term and year attended.

Credit Last term and year student attended a section that received credit.
Non-Credit Last term and year student attended a section that was non-credit.

Transcript Count

Number of transcript requests for student.

Verification Count

Number of requests verifying student's enrollment

High School Last
Attended

Last high school attended.

Year of Grad

Student's high school graduation year. If concurrent high school student,
enter projected graduation date. Use the yyyy format.

10
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Click to return to Master Record Tab
Click to go to Prior Names Tab.

11
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Prior Names

M arne I Paostal .-’-'-.ddressl Phone Master Record |

Cemographics

J Transferlnfal [ itz I Commentz | Veteran Infarmatian

kg

F'ril:urNamel EIE: of 0

M arne Prefix Eirst Marne kI Last Hame M arne Suffis
E [ [E
Data Field Description
Prior Name Select student's prior name and information set if appropriate.
Name Prefix Select name prefix.
First Name Student's first name.
Ml Student's middle initial.
Last Name Student's last name.
Name Suffix Student's name sulffix.

Click to go back to Master Record tab.

Click to go to Tran

12

sfer Info Tab.
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Transfer Info

M amne I Pastal .-’-'-.ddressl Phone  Master Record |

Dermographics I Priar Mames

by
Tranzfer [nstitution I 13: of 1
Transferlngtituion
D ates Attended
Frarm [rarn ] T o [rornewyy]
Degree Received Year Received

=[]

— Tranzfer Units
Atternpted Conpleted Grade Paints P
Tatal I I I I
Degres Applicable I I I I

Data Field Description
Transfer Institution Multiple transfer institutions may be on file. Select the appropriate

institution and information set.
Transfer Institution Select transfer institution.
Dates Attended Type dates attended. Use mm/yyyy format.
Degree Received Select degree received.
Year Received Year degree was received. Use yyyy format.
Transfer Units Applicable transfer units attempted, completed, and grade points.

Click to go back to Master Record Tab.
Click to go to Units Tab.

13
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Units

Hame I Puosztal .ﬁ.ddressl Phone  Master Becaord |

Demugraphicsl F'riu:urNamesI Transfer Infa UﬂltS _________ Eu:ummentsl Yeteran [nformation
2
— Orline Units
Attermpted Completed [arade Paintz P4
Tatal | 150 | 0o | 0o | 0.0
Degree Applicable | 1,50 | 0o | 0o | 0.0
— Offline Uitz
Attermpted Completed [arade Paintz P4
Tatal | 000 | 0o | 0o | 0.0
Degree Applicable | 0,00 | 0o | 0o | 0.0
— Tranzfer Units
Attermpted Completed [arade Paintz P4
Tatal | 000 | 0o | 0o | 0.0
Degree Applicable | (.00 | 0o | 0o | 0.0
Data Field Description
Online Units Units attempted,units completed, grade points, and grade point
average currently on computer system.
Offline Units Units attempted, units completed, grade points, and grade point

average before a certain time period,vaulted, and not on the current
computer system.

Transfer Units

Units attempted, units completed, grade points and grade point
average from another college.

Click to return to Master Record Tab.

Click to go to Comments Tab.

14
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Comments

[rate Entered Entered By

[mezos =] [

Comment Text

Comment Multiple comments may be on file for this student. Select the
appropriate comments and information set.

Date Entered Date comments were entered.

Entered By Name of person who entered comments.

Comment Text Free type field.

Click to return to Master Record Tab.
Click to go to Veteran Information Tab.

15
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Veteran Information

This tab is currently unpopulated as of Feb 13, 2006

No screenshot available.

Data Field

Description

16
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Registration

Registration Tab

The Registration tab holds sub-tabs for a student's registration process.
Sub-tabs include: Schedule Changes, Optional Fees, Process Fees, and Print Receipts.

To begin using the registration sub-tabs do one of the following:

= Type the student's ID in the Student ID field
= Type the student's last name in the Last Name field and select the student's first name in
the sub-menu area.

The Schedule Changes tab should be activated.

Note: The registration process is linear and tabs must be populated in the order they appear from
Schedule Changes (Step 1) to Optional Fees (Step 2) to Process Fees (Step 3) and ending
with Print Receipt (Step 4). To move from one tab to the next, complete all necessary fields and

click on the arrows to move to the next step. Clicking directly on the tabs to move to the
next step is disabled.

B = K et Rorcordds - [Shasdent Brcoed ]
o Dt Window Ve Help SCIE
I X EREET2NE

= BRIC Enudend Recosdy
g ““‘"g:‘::':i'dxm Shagert 10 LB DoMOT Fssaie it Lot ot o 41542000 1255015 Py BRUC Geresi Les 35
" Cusexbas EREEE] Tianscipts | Feacords Acustment |
[R— [ Eirectony Infoematbion | Apphcstone lenmsw|in&-¢ruq|9-tm|m|ﬂw|£-&=m|ﬁhu|ﬂ.hw|im|
55:( Lok e
Wsiesnt w1 glg) sw2 gls] sws g s
i Al gt St
T Ledn =
F: Compuaing Sevrions  Leton 2] (S| Otorafoes | Prcestrons || Pdficest |
¥ Faidet ] N
1 Shaderd Sericnt L CAmerl Eohaads
= vt 4 B
1 Bt L Aecosd 5 Lot
Fhadents o Lay Tesw |Fal Z00M = ety Cumenic 1 Aot Orie [
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Schedule Changes Tab

A student must be selected in order to proceed through the registration process. To select a
student see Registration Tab.

To begin the registration process, select the correct term from the Term drop down menu.

Type a section number in the Section field.

Section Title, Date Begin, Date End, Date Refund, and Transaction Date will be automatically
populated. The Type of Change radio buttons may be automatically selected or made available.
Grading Options radio buttons will also be automatically selected or made available depending
on the section.

Select the appropriate Type of Change

Select the appropriate Grading Option

Click the Process button to add or modify the section in the section record field.

Proceed to the Optional Fees tab (Step 2).

Dhirechary Infu:urmatiu:unl Applications:  Fegistration IEurrentScheduIeI E nrallment Histu:ur_l,ll FPapment Histu:ur_l,ll Huald:

Step 1 ﬁﬂ Step 2 ﬁﬁ Step 3 ﬁﬁ Step 4

Scheduls I:hE'lﬁEIESI Optional Fees I Process Fees I Frint Feceipt I

— Current Schedule

Termn: IFaII 2004 j Units Current; | 0.00 Active Only

Sect | Status | Title | Units | cRANC | Date/Time | User |

— Schedule Changes Data Entry

Section Title [ ate Beqin Date End Date Befund
|23IZIEI MATH 14 2162004 12/9/2004 a/28/2004
— Type of Chahge

¥ add € Drop 0 CR/AMWE 0 sudit 0 Edit Date i~ Crozz Enralment

— Grading Optiohs
% Letter Grade = Man-Credit = Credit by Exam
) CR/ME € Hon-Graded

Tranzaction D ate
I S/10/2004 - I Process Cancel Add section: 2300 for grade

19
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Proceed to the Optional Fees Tab

Schedule Changes Data Fields

Data Field Description

Term Select term from drop-down box.

Units Current Student's current load.

Active Only If checked, only adds will be populated. Drops will not be shown.
Section Section number. Use 4 numeric digits

Title Section title. Title automatically populates.

Date Begin Date section begins. Date automatically populates.

Date End Date section ends .Date automatically populates.

Date Refund Last date for refund. Amount automatically populates in box.
Add Add section.

Drop Drop section.

CR/NC Credit, No credit.

Audit Audit section.

Edit Date Select to edit a transaction date, to avoid having to drop and re-add to

correct date.

Cross Enrollment

Student primarily enrolled in another institution, but enrolled in a specific
section in this institution for a discounted flat enroliment fee.

Transaction Date

Date schedule was processed.

20
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Optional Fees Tab

Optional Fees are fees that are not associated with instruction and include memberships and
parking..

Select the options the student wishes to purchase and proceed to the Process Fees tab (Step 3).

Directory Infnrmatiunl fipplications  Registration IEurrent Schedulel Enrollment Histu:ur_l,ll Payment Histu:ur_l,ll Hi

Step 1 ﬁﬂ Step 2 ﬁﬂ Step 3 ﬂﬁ Step 4

Schedule Changes | Uptional Fees I Pracess Fees I Frint Feceipt

Select the optional fees the student wants to purchaze and continue to Step 3

Optional Fee | Cozt | Already Purchazed |
[ Phata 1d Card $2.00
[ &zsociated Student Membership $13.00
[ Parking General $60.00
[ Parking Matorcycle $7.50
O Parking - weekend Only $16.00

21
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Process Fees Tab

The Process Fees tab calculates the balance due on all fees, allows the selection of a particular
method of payment, and posts payments.

oIf the Overpayment field is populated, the student is carrying a credit.
oIf the Amount field is populated, the student owes for unpaid fees.

1. If student wishes to pay for all fees, click the full payment check box.
2. If student wishes to pay for specific fees only, select the check boxes for each specific

fee.
3. Enter the amount the student is going to pay.
4. Select the method of payment from the drop-down box.
5.Click on the Post Payment button to process the payment.

Proceed to the Print Receipt tab (Step 4).

La Chica, Dora D Do MOT Releaze Info Last updated on BA8/2006 11:10:20 Ak by SRIC R egistration

Degreesl Eertfi:ate&l F'etitiu:unsl Ehallenge&l Equivalenciesl Tran&cript&l Hecurds.&diustmentl Eourse.&uthurizatinnl
Direu:h:ur_l,llnfc:rmatiu:unl Applications  Registration |Eurrent5chedule| EnrnllmentHistnr_l,l' Faument Histc:r_l,ll Huolds |

Step 1 ﬁﬂ Step 2 ﬁﬁ Step 3 ﬁﬁ Step 4

Schedule Ehangesl Optional Fees | Frint Receipt
Balance Due:  $193.00 Dverpa_l,lment:l $0.00

— Payment

Arnaik tethod =
[s1az00 [Eash =l Papmert |

¥ | Full Payment

&pply payment to the following fees:

Description | Sect | At Due | Amt Paid | How Paid |
Student Representation Fee 00ed $1.00
Health Services Fee 00&1 $13.00
Enrollment Fee 001 $39.00
Enrollment Fee 0054 $78.00
Photo Id Card Fee $2.00
Parking General $R0.00
Data Field Description
Overpayment Credit to student.
Amount Amount owed by student.
Method Method of payment.
Post Payment Button to process fees owed by student.

22
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A&R Students

Check Full Payment if student wishes to pay
for all fees.

Description Description of various fees.

Section Fees are applied to certain section numbers.
Amt Due Amount due for each particular fee.

Amt Paid Amount paid for each particular fee.

How Paid How fees were paid.

23
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Print Receipt Tab

Use the Print Receipt tab to print a receipt for fee payments.

No screenshot available as of February 13, 2006.

24



Current Schedule Tab

Type topic text here.

A&R Students

Term

Units Current

Active Only

25
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Enrollment History Tab

The Enrollment History tab shows the linear record of sections attempted by a student and the
resulting grade.

Data Filed Description

Term

Section

Course Title

Add/Drop Status

Units

Grade

Chg Code

Date/Time Posted

26
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Payment History Tab

Type topic text here.

27
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Holds Tab

Cloud, white E Do MOT Releaze Info Last updated on 6/29/2006

Transcripts I Records Adjustment I Course Autharization I
Directorylnformalionl .-’-‘«pplicationsl Hegistrationl Current Schedule | Enrallment Histary F'aymentHistnryI Degreesl Certficates  Holds | Petiti

Haold |2 3: of 3 Active

Description

IBooks [See Library) ﬂ
Placed By Drate Placed

| Thunder Starm [‘6rzar2006 =]
Cleared By [vate Cleared

| [[Ez2008 ]
Comment

2 overdue books not returned.

Student Hold Detail

Status | Drescription
Active EOPS

Active Admissionlnfn [See K. King]

How to use the holds tab:

General instructions are as follows: You may add, clear, or reinstate a hold by right clicking to
view the contacts menu.

There are a number of required fields. You will not be able to save data if the required fields are
left blank. To see which fields

need data, use the validate button on the toolbar. A red icon will indicate the missed required
fields.

Option A: How to add a hold:

Step 1. Right click to choose add hold from the contacts menu.

Step 2: When adding a hold, the add data dialog box asks Do you want to add a new record?
Choose yes.

Step 3: Choose a description of the hold from the drop down box. A list of descriptions used by
SRJC is detailed in Appendix 4.

Step 4: Enter the name of the person placing the hold.

Step 6: The date placed automatically populates. It can be changed by using the drop down
calendar.

Step 7: Enter comments regarding the transaction in the box.

28
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Step 8: Click the save button on the toolbar. Do you want to save the changes made to the data?
will appear. Choose yes.

Step 9: The continue with student dialog box appears and asks Do you want to continue with
student "ID #"?

Option B: How to clear a hold

Step 1: Right click to choose clear hold from the contacts menu.

Step 2: Select the hold desired to clear from the student hold detalil list box.

Step 3: Right click to choose clear hold from the contacts menu. The status will change to "to be
cleared".

Step 4: Enter your name in the cleared by box.

Step 5: The date cleared automatically populates. It can be changed by using the drop down
calendar.

Step 6: Click the save button on the toolbar. A dialog box will ask if you want to save the
changes made to the data. Choose yes.

Step 7: The continue with student dialog box appears and asks if you want to continue with
student "ID #".

Option C: How to reinstate a hold

Step 1. Select the item to be reinstated from the student hold detail list box.

Step 2: Right click to choose reinstate hold from the contacts menu.

Step 3: The name of the person reinstating the hold can be changed if desired.

Step 4: The date reinstated can be changed if desired by using the drop down calendar.

Step 5: Click the save button on the toolbar. The save data dialog box will appear. Choose yes.
Step 6: The continue with student dialog box appears.

table 1

Data Field Description Required
Field?

Description Choose from drop-down box- see table 2in | yes
Appendix 4 for list of hold descriptions.

Placed by Name of person placing hold. Use a yes
maximum of 50 characters.*

Date Placed | Drop down box with calendar for choosing yes
date hold placed

Cleared by Name of person clearing the hold. Use a yes
maximum of 50 characters.*

Date Cleared | Date hold cleared yes

Comment Place for comments and reasons for holds yes

Student Hold | List box of details regarding all past and yes

Detall present holds

* For a listing of valid characters, including international, see Appendix 1.
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Degrees Tab

This tab is currently unpopulated as of Jan 3, 2006
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Certificates Tab

This tab is currently unpopulated as of Jan 3, 2006
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Petitions Tab

This tab is currently unpopulated as of Jan 3, 2006
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Challenges Tab

This tab is currently unpopulated as of Jan 3, 2006
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Equivalencies Tab

This tab is currently unpopulated as of Jan 3, 2006
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Transcripts

Transcripts Tab

This tab is currently unpopulated as of Jan 3, 2006
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Incoming Tab

Type topic text here.
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Outgoing Tab

Type topic text here.
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Records Adjustment Tab

This tab is currently unpopulated as of Jan 3, 2006
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Applications Tab

This tab is currently unpopulated as of Feb 13, 2006
No screenshot available.
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Course Authorization

Course Authorization Tab

The Course Authorization tab is used to enter approved courses from the high school
concurrent enroliment application.

La Chica, Dora D

Do MOT Releaze Into Lazt updated on B/6/2008 11:52:59 AM by SRIC Registration

Directnr_l,llnfu:urmatiu:unl .&pplicatinnsl Hegistratiunl EurrentScheduleI E nrollment Higtary F'a_l,lmentHistur_l,ll Holds |
Degreesl Certficatesl F'etitiu:nnsl Ehallengesl Equivalenciesl Transcriptsl Fiecords Adjustment | Course Authorization I

Term

Find Course

AERO T
AERO 51L
AERO 52
AERD 52L
AERO 55
AERO 58
AGBUS 2
AGBUS Y

AGEUS 51

AGBUS B1

AGBUS 71

AGRUS 50

AGBUS 52
AGEUS B0

AGBUS B2
AGBUS 70

ISpring 2008 - |

Authorize All PE

l— -
Avallable Courzes Authorized Courses

AERO 50 AI
AERO 50L

il

Double-Click on available courses to move them to the authaorized course list.
Double-Click on authorized courses to remove them from the authorized lizt.

Check ‘Authorize PE' to authorize all Physical Education courses.

Data fields Description

Term Choose a term from the drop-down list

Find Course A search feature for the available courses box

Available Scroll as needed and double click on a course to move it to the
Courses authorized course list

Authorized A listing of chosen approved courses. Double click on courses to
Courses remove them.
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Authorize all PE | A check box to authorize all physical education courses. If your college
policy is to allow student to take all PE courses if one is approved, then
check this box.
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Appendix 1

Valid Characters:
Letter (ie. a), period (.), apostrophe ('), space (), and dash (-).

International Characters

Keyboard shortcuts for international characters

P Show all

For kevboard shorbcuts inwhich wou press bwo or more keys simulkaneously, the kevs to press are separated by a plus sign (+) in
Microsoft \Waord Help, Far kevbaoard sharkcuts inowhich vou press ane key immediately Fallowed by another key, the keys to press
are separated by a comma (). To tvpe a lowercase character using a key combination that includes the SHIFT key, hold down the
CTRL+SHIFT+membofkeys simulkaneously, and then release them before twping the letter,

Press

To do this Press

e:g E‘c, ‘|‘J &'a I:I{ CTRL+" (ACCEMT GRAVE), e

":"J EJ IJ OJ U feffer

.f:J é, |'g c'ng |_'|,§ 35" CTRL+' {APOSTRIOPHE), fhe faffar

& E Lo Uy

&,8,0,6,0 CTRL+SHIFT+ {CARET), e

&, E Lo U fetter

41,8, CTRL+SHIFT+- (TILDE), &A@ jaffar
A, N, O

&, 8,0, 0,0, %, CTRL+SHIFT+: (COLON), &ha faffar
A, ELO U Y
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Appendix 2

Local city shortcuts

Shortcut | City

ANN Annapolis
BHS Boyes Hot
Spring
BO Bodega
BOB Bodega Bay
CAL Calistoga
CAM Camp
Meeker
CAZ Cazadero
CLO Cloverdale
CoT Cotati
DIL Dillon Beach
DUN Duncan Mills
ELD Eldridge
ELV El Verano
FOR Forestville
FUL Fulton
GEY Geyserville
GLE Glen Ellen

GRA Graton

GRN Guerneville

GUA Gualala

HLD Healdsburg
JEN Jenner
KEN Kenwood
MAN Manchester
MR Monte Rio
NOV Novato
OAK Oakmont
ocCcC Occidental
PEN Penngrove
PET Petaluma
PTA Point Arena
RN Rio Nido
RP Rohnert Park
SEA The Sea
Ranch
SEB Sebstopol
SF San
Francisco
SON Sonoma
SP Stewart's
Point
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SR Santa Rosa
TOM Tomales

VF Valley Ford
VG Villa Grande
VIN Vineburg
WIN Windsor

44




A&R Students

Appendix 3

Canadian postal code format

Letter, digit, letter, space or '-', digit, letter, digit.

examples: A1B-2C3
29Y 8X7
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Appendix 4

table 2

SRJC Description of holds
[drop down box]

Admission (See R. Lopilato)

Admission info (See K. King)

Affidavit Missing (See FINAID)

Audio Visual (See Library)

Books (See Library)

Campus Police

Disciplinary (See R. Navarrette)

Enabling Services

EOPS

F-1 Student

Health Appliance Not Returned

Health Status (See Health
Serv.)

Loan Default (See Fin.Aid.)

Los Guilucos Center

Petaluma campus

Presidents office

Residency Problem in
Admission

46




	A&R Students
	New Students
	Adding A New Student

	Directory Information
	Directory Information Tab
	Name Tab
	Phone Tab
	Postal Address Tab
	Master Record Tab
	Demographics
	Prior Names
	Transfer Info
	Units
	Comments
	Veteran Information

	Registration
	Registration Tab
	Schedule Changes Tab
	Optional Fees Tab
	Process Fees Tab
	Print Receipt Tab

	Current Schedule Tab
	Enrollment History Tab
	Payment History Tab
	Holds Tab
	Degrees Tab
	Certificates Tab
	Petitions Tab
	Challenges Tab
	Equivalencies Tab
	Transcripts
	Transcripts Tab
	Incoming Tab
	Outgoing Tab

	Records Adjustment Tab
	Applications Tab
	Course Authorization
	Course Authorization Tab

	Appendix 3


