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PeopleSoft Enterprise Campus Self
Service Preface

This preface discusses:
» PeopleSoft Enterprise Campus Solutions Application Fundamentals.
»  PeopleBook structure.

Note. This PeopleBook documents only page elements that require additional explanation. If a page element
is not documented with the process or task in which it is used, then either it requires no additional explanation
or it is documented with common elements for the section, chapter, PeopleBook, or application.

PeopleSoft Products

This PeopleBook refersto the following PeopleSoft product: PeopleSoft Enterprise Campus Self Service.

PeopleSoft Enterprise Campus Solutions Application Fundamentals

Essential information describing the setup and design of your system appears in two companion volumes of
documentation, PeopleSoft Enterprise Campus Community Fundamentals 9.0 PeopleBook,and Peopl eSoft
Enterprise Campus Solutions 9.0 Application Fundamentals PeopleBook. Each PeopleSoft product line has
its own version of this documentation.

Whether you are implementing one Campus Solutions application, a combination of Campus Solutions
applications, or the entire Campus Solutions product line, you must become familiar with information
provided in these two fundamental books for successful implementation.

See Also
PeopleSoft Enterprise Campus Community 9.0 Fundamental s PeopleBook

PeopleSoft Enterprise Campus Solutions 9.0 Application Fundamental s Peopl eBook

PeopleBook Structure

PeopleSoft PeopleBooks follow a common structure. By understanding this structure, you can use this
PeopleBook more efficiently.
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The PeopleBooks structure conveys a task-based hierarchy of information. Each chapter describes a process
that is required to set up or use the application. Chapter sections describe each task in the process.
Subsections within a section describe a single step in the process task.

Some PeopleBooks may also be divided into parts. PeopleBook parts can group together similar
implementation or business process chapters within an application or group together two or more applications
that integrate into one overall business solution. When a book is divided into parts, each part is divided into
chapters.

The following table provides the order and descriptions of chaptersin a PeopleBook.

Chapters Description

Preface Thisisthe chapter you're reading now. It explains:
» How to use the Application Fundamental s book.
»  How PeopleBooks are structured.

e Common elements used in the PeopleBook, if
necessary.

Getting Started With. .. This chapter discusses product implementation
guidelines. It explains:

e The business processes documented within the
book.

* Integrations between the product and other
products.

* A high-level documentation to how our
documentation maps to the overall implementation
process; it doesn't offer step-by-step guidance on
how to perform an actual implementation.

Navigation (Optional) Some PeopleSoft applications provide
custom navigation pages that contain groupings of
folders that support a specific business process, task, or
user role. When an application contains custom
navigation pages, this chapter provides basic navigation
information for these pages.

Note. Not all applications have delivered custom
navigation pages.

Understanding. .. (Optional) Thisisan introductory chapter that broadly
explains the product and the functionality within the
product.

XVi Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.



Preface

Chapters

Description

Setup and Implementation

This can be one or more chapters. These chapters
contain documentation to assist you in setting up and
implementing the product. For example, if functionality
X is part of aproduct, this chapter would be devoted to
explaining how to set up functionality X, not necessarily
how to use functionality X. Y ou would look to the
corresponding business process chapter to learn how to
use the functionality.

Note. There may be times when a small amount of
business process information isincluded in a setup
chapter if the amount of business process documentation
was insufficient to create a separate section in the book.

Business Process

This can be one or more chapters. These chapters
contain documentation that addresses specific business
processes with each chapter generally devoted to a
specific functional area. For example, if functionality X
is part of a product, this chapter would be devoted to
explain how the functionality works, not necessarily
how to set up functionality X. Y ou would look to the
corresponding setup and implementation chapter to
learn how to set up the functionality.

Note. There may be timeswhen a small amount of setup
and implementation information isincluded in a
business process chapter if the amount of setup and
implementation documentation was insufficient to
create a separate chapter in the book.

Appendixes

(Optional) If the book requires it, one or more
appendixes might be included in the book. Appendixes
contain information considered supplemental to the
primary documentation.

Delivered Workflow Appendix

(Optional) The delivered workflow appendix describes
all of the workflows that are delivered for the
application.

Note. Not all applications have delivered workflows.

Reports Appendix

(Optional) This appendix contains an abbreviated list of
all of the product's reports. The detailed documentation
on the use of these reportsis usually included in the
related business process chapter.
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PeopleBooks and the Online PeopleSoft Library

Xviii

A companion PeopleBook called PeopleBooks and the Online PeopleSoft Library contains general
information, including:

Understanding the PeopleSoft online library and related documentation.
How to send Peopl eSoft documentation comments and suggestions to Oracle.

How to access hosted PeopleBooks, downloadable HTML PeopleBooks, and downloadable PDF
PeopleBooks as well as documentation updates.

Understanding PeopleBook structure.

Typographical conventions and visual cues used in PeopleBooks.

I SO country codes and currency codes.

PeopleBooks that are common across multiple applications.

Common elements used in PeopleBooks.

Navigating the PeopleBooks interface and searching the PeopleSoft online library.
Displaying and printing screen shots and graphics in PeopleBooks.

How to manage the PeopleSoft online library including full-text searching and configuring areverse
proxy server.

Understanding documentation integration and how to integrate customized documentation into the library.

Glossary of useful PeopleSoft terms that are used in PeopleBooks.

Y ou can find this companion PeopleBook in your PeopleSoft online library.
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Getting Started with PeopleSoft
Enterprise Campus Self Service

This chapter discusses:

«  Campus Sdf Service overview.

»  Campus Self Service business processes.
«  Campus Self Service integrations.

«  Campus Self Service implementation

Campus Self Service Overview

Campus Self Service offers role-based and function-based self-service functionality that enable you to
provide users with self-service access to information and transactions over the internet. Y ou can present the
self-service functionality as delivered or modify it to present specific features that your institution wants to
make available, offering access to the online transactions that your institution's users need and perform most.

Allowing users to complete transactions by self-service significantly reduces the time that your staff must
spend entering and maintaining administrative data.

Note. PeopleSoft Campus Self Service integrates with PeopleSoft Enterprise Campus Solutions, and it is
licensed separately.

Campus Self Service Business Processes

Campus Self Service business processes are extensions of information and functionality of PeopleSoft
Enterprise Campus Sol utions applications.

Note. For full implementation planning, you will also want to read all of the setup chaptersin this
PeopleBook, in thePeopleSoft Enterprise Campus Community Fundamentals 9.0 PeopleBook and the
PeopleSoft Enterprise Campus Solutions 9.0 Fundamental s PeopleBook, and take advantage of all PeopleSoft
sources of information, including PeopleBooks for the individual PeopleSoft Enterprise Campus Solutions
applications, installation guides, table-loading sequences, data models, and business process maps.

Campus Self Service enables you to provide self-service functionality from the following familiar PeopleSoft
Enterprise Campus Sol utions applications:
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»  Campus Community
Campus Community offers self-service Campus Personal Information and Community Directory Search.

The Community Directory Search self-service functionality enables you to provide searchable directories
of members of your campus community online over the internet.

Campus Personal Information self-service provides configurable internet access to the following:

» Names, Addresses, Phone Numbers
» Emergency Contacts
» Extracurricular Activities
» FERPA Privacy Control
e Languages
»  Work Experience
+ Licenses and Certificate
« Publications
«  Memberships
* Honorsand Awards
« Sevicelndicators as Holds Lists
+ Checklistsas To Do Lists
» Recruiting and Admissions:

Recruiting and Admissions provides your users the ability to perform several transactions directly over
the internet.

Recruiting and Admissions self-service provides configurable internet access to the following:

» Vigitors can request information from your institution and a particular academic career and program.
When visitors request information over the internet, they enter information about themselves that the
system converts to prospect data.

« Applicants can accept or decline admission.
« Applicants can view their application status.

« Administrators can view prospect and applicant information by category, region, and organization.
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Getting Started with PeopleSoft Enterprise Campus Self Service

e Sudent Records:

Student Records provides students and faculty the ability to perform several transactions directly over the
internet.

Student Records self-service provides students or faculty access to the following:

Student Center

A self-service page that provides students a single entry point from which to begin navigation to
student related transactions. The Student Center also presents to students, in one location, the
information that is important to them, such as their class schedule, important dates, to do list, and
account information.

Student Planner

A self-service page that provides students with atool to plan their courses for an individual term,
multiple terms, or their entire stay at the institution.

Enrollment Shopping Cart
A staging area where students can plan and build their schedules for an upcoming term.
Enrollment

Students can add, drop, swap, and edit classes with the help of a step by step wizard feature exists that
guides students through the processes. Students can also view assignments, class and exam schedules,
and enrollment dates, and search for classes and browse the course catalog.

Academic Records

Students can view grades, request official transcripts, view unofficial transcripts, view advisor
information, and request enrollment verification.

Degree Progress/Graduation

Student can view their degree progress report and apply for graduation.
Transfer Credit

Students can model transfer credit and run atransfer credit report.
Faculty Center

On the Faculty Center self-service page, instructors can view their class and exam schedules; search
for faculty and classes; browse the course catalog; and access class rosters, grade rosters, learning
management system web sites, and advisee information.
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« Financial Aid:
Financial Aid provides students the ability to perform several transactions directly over the internet.

Financial Aid provides students access to the following:

» Accept/Decline Awards

Students can accept, decline, or reduce award amounts. They can request a change to their financia
aid, cancel their aid, or request a meeting with a financial aid administrator.

« View Financia Aid

Students can view their cost of attendance, expected family contribution, total aid, type of award, loan
application status, loan amount, loan fee, and scheduled disbursement data.

e Sudent Financials:

Student Financials provides students and faculty the ability to perform several transactions directly over
the internet.

Student Financials self-service provides students or faculty access to the following:
« Account Inquiry
Students can view details about their financial account.
« Payment Profile
Students can create and maintain payment profiles for credit card or eCheck account details.
» Make aPayment
Students can use the payment wizard to make credit card or eCheck payments to their account.
« Contributor Relations:

Contributor Relations provides fundraisers with bundled prospect information in Outreach. For
development officers who have responsibility for cultivating prospects and raising funds, Outreach
enables them to access prospect information and giving strategy through a single location.

Outreach self-service functionality provides access to the following:

» Strategy information—to add, update, and view prospect strategies and link actions to those strategies.
Then users can view strategy summaries and associated actions.

» Action Plans and Results—to add and update actions, and report results. Users can also view action
and contact report summaries and clearances.

» To Do Lists—to create individual staff to do lists displaying information about prospects. Then users
can view, sort, and update the lists.

» Anaysis—access to awide variety of online reports.
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Campus Self Service Implementation

If you have licensed and implemented all of PeopleSoft Enterprise Campus Solutions, then most of the setup
required to implement Campus Self Serviceis already completed. The additional setup specific to self service
is discussed in this PeopleBook.

Campus Self Service has no PeopleSoft Setup Manager component interfaces.
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Understanding PeopleSoft Enterprise
Campus Self Service

Campus Self Service offers role-based and function-based self-service functionality that enable you to
provide users with self-service access to information and transactions over the internet. Y ou can present the
self-service functionality as delivered or modify it to present specific features that your institution wantsto
make available, offering access to the online transactions that your institution's users need and perform most.

Allowing users to complete transactions by self-service significantly reduces the time that your administrative
staff must spend performing many administrative tasks:

Note. PeopleSoft Enterprise Campus Self Service integrates with PeopleSoft Enterprise Campus Solutions,
but it islicensed separately.
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Chapter 3

Setting Up Self-Service Navigation

Use the Navigation Tabs Setup (SSS_NAV_SETUP) component to define the two-level folder tabs for self-

service applications.

This chapter discusses how to set up self-service navigation.

Setting Up Self-Service Navigation

Y ou can change the name and order of the navigational tabs that appear in student Self Service for each of the
functional areas — Campus Community, Faculty Center, Financials and Student Records.

This section discusses how to:

« Definetabsfor self-service applications.

»  Set up the Enroliment tab for Student Records Self Service.

Page Used to Define Tabs for Self-Service Applications

Page Name

Definition Name

Navigation

Usage

Navigation Tabs Setup

SSS NAV_SETUP

Set Up SACR, Common
Definitions, Self Service,
Navigation Tabs,
Navigation Tabs Setup

Define tabs for self-service
applications.

Defining Tabs for Self-Service Applications

Access the Navigation Tabs Setup page (Set Up SACR, Common Definitions, Self Service, Navigation Tabs,

Navigation Tabs Setup).
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Navigation Tabs Setup

Functional Area Records Student Sel-Service

Main Tabs Find | Wi & First [4] 4 ot o O3 Last
+
*Main Tab CLASS_SRCH =)
‘Display Sequence Nhr 10

Main Tab Label

‘Message Set Number 14630 Message Text
‘Message Number 49 Search

Show sub-navigation

Navigation Tabs Setup page (1 of 2)
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AL Find | ieww 1 First [4] 1.2 08 2 [M] Last
=
‘Secondary Tab |“LASS_SRCH =]
‘Display Sequence Nbr | 10 Set As Default

Sub-Nawvigation Label

Message Set Number | 14650 Message Text
Message Number | 2015 Search for Classes

Link Destination Find | view &1 First [ 1 o 1 [ Last

[+ [=]

‘Sequence 10 Set As Default
‘Menu Name |Eﬂ_LEﬂRNER_EER"v"lCES

‘Menu Bar Name [CATALOG
‘ftem Name | CLASS_SEARCH

el ey

Componemt Name C|ASS SEARCH

Market GBL
‘Page Name |ESR_CLSRCH_ENTHY aQ,

*‘Menu Action | Wpdate w

‘Secondary Tab [EROWSE_CAT [=]

‘Display Sequence Nbr | 20 [[]set As Default

Sub-Navigation Label

Message Set Number | 14650 Message Text
Message Number | 2016 Browse Caourse Catalog

Link Destination Find | ‘iew & First [ 1 of 1 (¥ Last
[=]
‘Sequence 10 Set As Default

‘Menu Name |5A_LEARNER_SERVICE5 Q,

‘Menu Bar Name [CATALOG Q

‘Item Name |555_EIROW5E_CATLG_F' Q,

Component Name 555 _BROWSE_CATLG_P
Market GBL
‘Page Name |555_EIROW5E_CATLG Q,
*‘Menu Action | WPdate w

Navigation Tabs Setup page (2 of 2)
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Y ou can use the Navigation Tabs Setup page to:

« Change the name of atab in Self Service (which aso changes the Student Center links).

+ Change sequence numbers and set secondary tab defaults to change the order of the tabs and the
secondary tabs.

+ Add additional tabs.

The Show sub-navigation check box is selected by default. Y ou might want to clear this check box if you use
only one of the subtabs or pagesin a particular area.

Only users with security access to the Navigation Tabs Setup component can configure the tabs.

In Self Service, students can access only the tabs for which they have access to the relevant component. For
example, if course history is asecondary tab under the Plan main tab and a student does not have access to the
SSS MY _CRSEHIST component, the student cannot see the course history tab.

Hereis an example of the self-service Search for Classes page:

Jesse Martinez |goto ... v |3
[ Search W Plan \I( Enroll ]( My Academics ]
| search for classes || browse course catalog |

Search for Classes

Enter Search Criteria

Institution |F‘S Cornrmunity College System e |

Term | 2007 Spring v |

Select at least 2 search criteria. Click Search to wiew your search results.

Class Search Criteria

Course Subject | w |
Course Number | iz exackly w | |
Course Career | Sermester Credit b |

Show Open Classes Only
D Show Open Enbey /Exit Classes Only

Uze Additional Search Criteria to narrow vour search results,

D‘ Additional Search Criteria

Example of the Search for Classes page

Y ou can see how the text in the Message Text fields on the setup page correspond to the tab namesin Self
Service.
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Chapter 3 Setting Up Self-Service Navigation

The Search tab has the lowest sequence number in the Main Tabs group box on the setup page and therefore
appearsfirst in Self Service. Similarly, the search for classes tab appears before the browse course catal og tab
because of the sequencing of the secondary tabs on the setup page.

When students access the Search tab, the search for classes tab appears by default because the Set as Default
check box is selected for that tab on the setup page.

To change the name of atab, modify the delivered text in the Message Text field on the Message Catalog
page (PeopleToals, Utilities, Administration, Message Catalog) or add a new message to the message catalog
and associate that message with the tab.

See Enterprise PeopleTools 8.49 PeopleBook: System and Server Administration

Note. If you map a component to more than one navigation path, you receive a warning message indicating
that duplicate navigation entries exist for the component. Y ou can save the settings, but the first navigation
path to which a component is mapped in the setup is always used regardless of how many paths are mapped.

Setting up the Enrollment Tab for Student Records Self Service

Y ou can use one of the two delivered variations of the shopping cart component under both the Plan,
shopping cart tab and the Enroll, add tabs.

Y ou can set up the add tab so that when students access that tab, they are taken to the version of the
component that is used on the shopping cart tab—that is, the version with the Select check box for each class.

Here are the set up steps:

» Onthe Navigation Tabs Setup page (for Student Records), select ENROLLMENT in the Main Tab field in
the Main Tabs group box.

* Inthe Secondary Tabs group box, select ADD in the Secondary Tab field.
« IntheLink Destination group box, select SA LEARNER _SERVICES 2 in the Menu Name figld.

Note. Two rows exist in this group box. Ensure that you select SA LEARNER_SERVICES 2 in both rows.

+ Click Save.
Here is an example of the setup for the add tab using SA_LEARNER_SERVICES 2:
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Navigation Tabs Setup

Functional Area Records Student Self-Service

Main Tabs Find | Wiewr & First Kl 2 or g I | ast

=
‘Main Tab |[EMROLLMEMNT =]

‘Display Sequence Nhr 30

Main Tab Label

‘Message Set Number | 14690 Message Text
‘Message Number | 2012 Enrall

Show sub-navigation

Secondary Tabs Find | View Al
+
‘Secondary Tab #PD [=]
‘Display Sequence Nbr | 20 Set As Default

Sub-Navigation Label

Message Set Number | 14680 Message Text
Message Number a7z Add

Lo o e Find | Vigw & First [4] 1oz O Last
[=]
‘Sequence 10 Set As Default
‘Menu Hame |SA_LEARNER_SERUICES_2 QL
‘Menu Bar Name ACADEMICS Q,
‘tem Name |55R_SSENF:L_CAHT Q,
Component Name S5R_SSENRL_CART
Market GBL

‘Page Name |55R_SSENF:L_CAHT Q,

‘Menu Action

Example of setup for the add tab using SA_LEARNER_SERVICES_2

The add tab in Self Service uses the version of the component with the Select check box:
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Suzanne Norris [eete ... =

Search Plan | Enroll | wy Academics |

my class schedule " il " ilr op | S ag | edlil " lerm mformation |
Shopping Cart

Add Classes to Shopping Cart

Use the Shopping Cart to ternporarily save dasses until it is tirme to enroll for this barm,
Click walidate to hawe the system check for possible conflicts prior ta enralling.

2008 Sprimg | Undergraduate | PeopleSoft University change term

Add to Cart:

Enter Class Sbr
e

Find Classas

& Class Saarch
™ My Regquiremants

™ My Planner

smarch

2008 Spring SheppingCort |

Select Class Drays / Tirees | Fio-onn Instructor | Units Status

DAKCE 330 TuTh
r =1 JIDOPM - ypg Shaff zoo
L1a7p] 4:20PM
MWIF
ECOM 1-1
R pp— FIOOAM - pp Staff o0 @
_— L0 O0ARN
for relacted: dﬂlﬂ’:] "'ﬂﬁdﬂh-‘l Enn:llli

Example of the add tab in Student Center

Setting Up Self-Service Navigation

If you select SA_LEARNER_SERVICES in the Link Destination group box, the Select check box does not
appear on the add tab in Self Service. The check box appears only on the shopping cart tab.

Y ou can use the Message Catalog (PeopleToals, Utilities, Administration, Message Catalog) to change the
title text that appears on the add and shopping cart tabs. The existing text appears on the previous example

page.
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Chapter 4

Setting Up Type Control

You can assign levels of control for the types of personal datathat you want to provide to self-services users.

This chapter discusses how to set up type control.

Setting Up Type Control

This section discusses how to set type controls.

Page Used to Set Up Type Control

Page Name Definition Name

Navigation

Usage

Type Control TYPE_CNTL_SETUP

Set Up SACR, Common
Definitions, Self Service,
Type Control

Set type controls to identify
the types of names,
addresses, phones, and
email addresses for self-
service usersto view, edit,
or delete.

Setting Type Controls

Access the Type Control page (Set Up SACR, Common Definitions, Self Service, Type Control).
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Chapter 4

Type Control

Hames

*Hame Type *Type Control |
Primary | Edit- Mo Delete =] =]
Addresses

*Address Type *Type Control |
Harme | Edit- Mo Delete =l [=]
Wailing | Edit- Mo Delete | =
Phones

*Phone Type *Type Control |
I vI I vI E|

Electronic Addresses
*Email Type

*Type Control I_I_

]|l =l HE

Type Control page

Type Control

Select the level of control that you want to apply to the data type when you
provideit to self service users. For example, if you want to make phone numbers
available to self-service users and permit them to edit or delete the phone
numbers, but you do not want them to be able to delete the Home phone type,
select the control type of Edit - No Delete for that phone type.

Warning! If no type control is selected, the system uses Full Edit.

Vauesfor thisfield are delivered with your system as trandlate values. Do not
modify these values in any way. Any modifications to these values could require
substantial programming effort. The options are:

Display Only: Exposes this information to self-service users. Does not permit
them to enter or edit the specified type or its associated data.

Do Not Display: Does not expose this information (neither the type nor its
associated data) to self-service users.

Edit - No Delete: Exposes thisinformation to self-service users. Permits them to
edit the data, but does not permit them to delete the type.

Full Edit: Exposes thisinformation to self-service users. Permits them to edit and
delete the specified type and its associated data. (Thisisthe least restrictive and
the default value.)
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Important! You cannot change the Name Type (Primary) or the Address Types (Home and Mailing) values.
These are set on the Campus Community Installation Names/Addresses page.

PeopleSoft delivers these with Edit - No Delete type control level. Y ou cannot apply the lesser restrictive
control of Full Edit to them, however you can apply the more restrictive controls of Display Only or Do Not

Display.

Self-services users can change data for these address types, but they cannot del ete the types. Therefore the
Delete (Home) address(es) and Delete (Mailing) address(es) links are never available on the Current
Addresses page. If you modify these mapping types on the Installation Table, you must also modify the type
control settings on the Type Control page.
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Setting Up Student Records Self-Service

This chapter provides an overview of enrollment error messaging and in self service and discusses how to:
»  Set up self-service features for Student Records.

»  Set up aself-service Student Center.

Understanding Self-Service Enrollment Error Messaging Setup

The system generates enrollment request error messages during the process of adding and dropping classes.
Thisfeatureis available not only for administrative but also for student self-service enrollment pages.
However, for self-service users you must first:

» Sdlect the Enrollment Information check box in the Enrollment Preferences group box on the Enrollment
setup page.

« Select the Enrall Info: Enroliment Req check box in the Class Detail Optional Self-Service Fields group
box on the Class Search setup page.

These two check boxes control whether requisite descriptions appear on the Enrollment Preferences page
when students add a class or click aclass link in which they're enrolled. They also determine;

«  Whether requirement group descriptions appear on the View Results page in self-service enrollment.
«  Whether the descriptions appear when a student validates a shopping cart entry.
See Also

PeopleSoft Enterprise Student Records 9.0 PeopleBook, "Processing Class Enrollment Transactions,”
Processing Enrollment Transactions Through the Quick Enrollment Component

Setting Up Self-Service Features for Student Records

To set up self-service Student Records, you use the Student Records component (SSR_SS ENRL_OPT) and
the Weekly Schedule Time Period component (SETUP_TIME_PERIODS).

This section discusses how to:

« Define Student Records setup.
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» Define class search setup.

» Defining other Student Record self-service options.

»  Set up weekly schedule time periods.

Pages Used to Set Up Self-Service Features for Student Records

Definitions, Self Service,
Student Records, Other

Page Name Definition Name Navigation Usage

Enrollment SSR_SS_ENRL_OPT Set Up SACR, Common Enable self-service features
Definitions, Self Service, and define parameters and
Student Records, rulesfor self-service
Enrollment Student Records

functionality.

Class Search SSR_SS_CLSRCH_OPT Set Up SACR, Common Select the fields that appear
Definitions, Self Service, on the self-service Class
Student Records, Class Search and Class Detall
Search pages.

Other SSR_SS OTHR_OPT Set Up SACR, Common Controlsthe display of

phone details for advisors
and committee members on
the My Advisors page,
controls whether advisors
have access to non-advisee
data from the View My
Advisees page, and
provides options for how to
search for a Faculty
member.

Weekly Schedule Time
Periods

SETUP_TIME_PERIODS

Set Up SACR, Product
Related, Student Records,
Enrollment, Weekly
Schedule Time Periods

Define the times that define
the ranges of time that the
system displays on the
Weekly Schedule page for
both instructors and
students. The PeopleSoft
system delivers a set of time
periods for every hour in a
24-hour period. You can
modify or add to these
values to meet your
business requirements; for
example, you can add half-
hour intervals.

Defining Student Records Setup

Access the Enrollment page (Set Up SACR, Common Definitions, Self Service, Student Records,

Enrollment).
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Enroliment Cla B Arch Cther
Last Update DateTime: 10/12/06 2:14:154M User ID: SAMPLE
Note: Initial Installation

Enroliment Shopping Cart

Allow Validation
Time Conflict Requisites
Repeats Unit Limits
Allows During Enrollment Appt

Enroliment Features

Use Wait Listing

Swap Enrollment Action
(%) Enroll with Dirop if Enroll
 #] Swap

Enroliment Preferences

Display:
Enrolliment Information
Class Notes Class Meeting Information

“ariable Unit Increments: 0.a0

Additional Self Service Setup

Display Typically Offered Data
Show Student Photos on Rosters

Enroliment page

Note Enter descriptive information about the setup. Thisfield is for informational
purposes only.

Enrollment Shopping Cart

Allow Validation Select to enable the Validation feature. This feature enables self-service users to
validate their Shopping Cart entries against a subset of edits from the Enrollment
Engine. Y ou can select which edits the Enrollment Engine runs. The options are
time conflicts, repeats, requisites, and unit limits. If you select this check box,
you must select at least one of these options. Clearing this check box hides all
references to validation in the system.

Time Conflict Select this check box if you want the Enrollment Engine to check time conflicts
while validating Shopping Cart entries.
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24

Repeats

Allow During
Enrollment Appt (alow
during enrollment
appointment)

Requisites

Unit Limits

Enrollment Features

Use Wait Listing

Chapter 5

Select this check box if you want the Enrollment Engine to check repeats while
validating Shopping Cart entries.

Select to enable usersto validate their Shopping Cart entries during their
enrollment appointment. If you select this check box, the Validate button appears
in the Shopping Cart during the student's enrollment appointment. If you clear
this check box, the Validate button is not available in the Shopping Cart during
the student's enrollment appointment. This option prevents you from having to
set up validation appointments that parallel your enrollment appointments.

Select this check box if you want the Enrollment Engine to check requisites
while it validates Shopping Cart entries.

Select this check box if you want the Enrollment Engine to check unit limits
while it validates Shopping Cart entries.

Select to enable wait listing. If you clear this check box, the system hides all
references to wait listingsin self-service. If you clear this check box, the system
selects the Swap option by default and makes the Enroll with Drop if Enroll and
Swap fields unavailable for edit.
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Setting Up Student Records Self-Service

Swap Enrollment Action Thisfield controls the processing of enrollment requests submitted from the

Swap component in student self-service.
Select one of these options:

Enroll with Drop if Enroll: Select this check box to enable Drop if Enroll
processing for self-service swaps. If you select this check box, when a student
swaps from one class to another or to a different enrollment component of the
same class, the enrollment engine drops the student from the class that the
student wants to swap only after the student is enrolled in the preferred class. The
enrollment engine does not drop a student who is on the wait list for the preferred
class. The enrollment engine processes the preferred class with an enrollment
action of Enroll.

Swap: If you select this check box, when a student swaps from one class to
another (or adifferent enrollment section of the same class), the enrollment
engine drops the student from the unwanted class if they are successfully enrolled
or when they are placed on the wait list in the preferred class.

Note. If the swap isfor non-enroll components only, the request is processed
with a Swap action regardless of the option that is selected on this setup page.

When a student tries to swap only the non-enroll component(s) on the Swap
component (no change to the enrollment component), the transaction is submitted
to the enrollment engine with an enrollment action of Swap (instead of Enroll
with Drop if Enroll). This ensures that the student is enrolled (or wait listed) in
the right combination of enrollment and non-enroll components. For example, if
astudent is enrolled in CHEM 102 lecture section 1 plusrelated lab 1A and tries
to swap to aclosed lab, 1B, electing to wait list, the transaction is submitted as
non-enroll swap (i.e. swap section 1 to section 1 with related section 1B) where
the student's status will be changed from enrolled to wait listed for the lecture
section, wait listed in the non-enroll 1ab section (1B), and dropped from their
origina lab section (1A).

Enrollment Preferences

Select the information that you want to appear in student self service.

Enrollment Information Select to display enrollment requisite information about the self-service

Class Notes
Class Mesting
Information

Variable Unit
Increments

Enrollment Preferences page during the enrollment process.

Select to display class notes information on the self-service Enrollment
Preferences page during the enrollment process.

Select to display class meeting information on the self-service Enrollment
Preferences page during the enrollment process.

Enter avaue to control how unit increments appear to students when students
select a unit value for avariable unit course. For example, if students are allowed
to enroll in half units, enter 0.50 in thisfield. A student who enrollsin aclass
with avariable unit range of 1 to 3 unitsisthen presented with the following
options: 1.00, 1.50, 2.00, 2.50, 3.00.
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Additional Self Service Setup

Display Typically
Offered Data

Show Student Photos on
Rosters

Select to display when a courseis usually offered at the institution. If this check
box is selected, the data appears on avariety of self-service pages, including
Browse Course Catalog, Course Detail, My Planner, and My Academic
Requirements. If you clear the check box, the system does not display typically
offered data within self-service, but it continues to display it on administrative

pages.

Typicaly offered values are institutionally defined within atypically offered
setup page. They are then assigned to courses on the Course Catalog - Offerings
page.

Select this check box if you want student photos to appear on the class and
advisee rostersin the Faculty Center.

Defining Class Search Setup

26

Access the Class Search page (Set Up SACR, Common Definitions, Self Service, Student Records, Class

Search).
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Enrallment Class Search Dther

Last Update DateTime: 12/08/09 7:53:18PM User ID: PS
Note: Initial Installation

Class Search Optional Self-Service Criteria Fields

Optional Criteria Fields StudentMVisitor Self Service Instructor Self Service

Career

Open EmtryExit Classes Only
Meeting Time

Day of Week
Instructor Last Name
Class Number

Course Title Key Word
Course Units

Course Component
Session

Modle of Instruction
Campus

Location

Class Detail Optional Self-Service Fields

Optional Criteria Fields StudentVisitor Self Senvice Instructor Self Sendce

REREEEEEEEEREE
RERNENEEEHEEEEREE

Campus

Location

Enroll Info: Consent to add
Enraoll Info: Consent to drop
Enroll Info: Enrollment Req
Enrall Info: Rgmit Designation
Enroll Info: Class Attribante
Class Availability
Combined Section - Listing
Class Notes

Catalog Description
Textbook Information

HEEEEEEEEEEE
REEEEEEEEEE

Class Search page

Class Search Optional Self-Service Criteria Fields

Select the search criteriafields that you want available in self-service class search for students and visitors
and for instructors. For example, if you select Session for Instructor Self Service, then instructors who use
class search in self-service can use session as a search criterion.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved. 27



Setting Up Student Records Self-Service Chapter 5

Class Detail Optional Self-Service Fields

Select the fields that you want to appear on the self-service Class Detail page for students and visitors and for
instructors. For example, if you select Enroll Info: Enrollment Req (enrollment information: enrollment
requisite) for Student/Visitor Self Service, then a student or visitor who clicks a class to view the Class Detail
page will see the enrollment requirement requisite information for that class. Clear these check boxesif you
do not want to provide this information on the self-service Class Detail page.

Note. All check boxes are selected by default except for Textbook Information.

Defining Other Student Record Self—Service Options

28

Access the Other page (Set Up SACR, Common Definitions, Self Service, Student Records, Other).

Enrallment
Last Update DateTime: 12/22/2009 12:47:50F M User Il PS5
Mote: |

My Advisor Pages

Show advisor phone number

() Use Advisor's Preferred Phone

(¥) Use This Phone Type:

Advisor Self Service

Allow access to non-acthisees

Faculty Search

Edit search against

{(*)Personal Data
(O Instructor/Advisor Table

Student Textbook Information

Display Texthook Summary link Student Self Sendce
Instructor Self Service

Other page

My Advisor Pages

Use the My Advisor Pages group box to control the display of phone details of advisors, committee members,
or both on the My Advisors page.
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Note. Y ou should select the same advisor phone number value on this page and on the Student Center
Options page in the Student Center component (SSS_STUDENT_CENTER).

Advisor Self Service

Allow accessto non- If this check box is selected, the VIEW DATA FOR OTHER STUDENTS button
advisees becomes available on the View My Advisees — Advisee Roster page in Faculty
Center. The check box is selected by default.

Advisors can access student data for non-advisees by clicking the VIEW DATA
FOR OTHER STUDENTS button, which takes them to a search page.

If the Allow access to non-advisees check box is cleared, advisors cannot access
student data for non-advisees. The VIEW DATA FOR OTHER STUDENTS
button is hidden. If, when viewing an advisee's data, an advisor clicks the Return
to Search button, the advisor is taken to a search page on which only their
advisees are available.

Faculty Search

Use this group box to control the data that you want to search against when you use the L ocate a Faculty
Member page in Faculty Center.

Y ou can search against the entire population in the database or against data in the Instructor/Advisor Table
component (INSTR_ADVSR_PERS).

Personal Data Select this option to search against the entire population in the database when
you use the Locate a Faculty Member page in Faculty Center.

Instructor/Advisor Select this option to search against data in the Instructor/Advisor Table
Table component when you use the L ocate a Faculty Member page in Faculty Center.

Warning! You must be careful when setting up Self Service Faculty Search. Y ou do not have to use the
Instructor/Advisor Table component to assign instructors to classes. Y ou should therefore select the option to
edit the search for faculty members against datain the Instructor/Advisor Table component only if the
Instructor/Advisor option is selected in the Edit Instructor Against group box on the Academic Organization
Table page.

Student Textbook Information

Display Textbook If you select the Student Self Service and Instructor Self Service check boxes, the

Summary link View Textbook Summary link appears on the Student Self Service, My Class
Schedule page and the Faculty Center, My Schedule page. Students and faculty
staff can use the link to access a summary of the textbook assignments for each
of their classes for the term.

Clear the check boxesif you do not use the textbook feature or if you want to
disable access to the Textbook Summary page.
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See Also

Chapter 11, "Using Faculty Center," page 113

PeopleSoft Enterprise Student Records 9.0 PeopleBook, "Preparing for the Course Catalog and Schedule of
Classes," Designating Approved Instructors and Advisors

Setting Up Weekly Schedule Time Periods

Access the Weekly Schedule Time Periods page (Set Up SACR, Product Related, Student Records,
Enrollment, Weekly Schedule Time Periods).

Time Enter arange of valuesto define the periods of time that you want to appear on
the self-service weekly schedule. The PeopleSoft application delivers a set of
time periods for every hour in a 24-hour period. Y ou can modify these values.

Thisfield also controls the self-service exam schedule weekly view, in both the
Student Center and Faculty Center. Hours can be subdivided into 30- and 15-
minute intervals.

Note. To print the weekly schedulein full color, Internet Explorer 7 users must change their settings as
follows: Tools, Internet Options, Advanced, Printing, select "Print background colors and images." Without
this setting, the schedule will print, but without background color.

Setting Up a Self-Service Student Center

To set up a student center, use the Student Center component (SSS_STDNCTR_OPT).

This section provides an overview of defining student center setup options and discusses how to define self-
service Student Center setup options.

Understanding Defining Student Center Setup Options
The Student Center page is a self-service page that provides students a single entry point from which to

navigate to student-related transactions. It also provides a single location where students can see information
that isimportant to them, such astheir class schedule, enrollment dates, and account information.
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Setting Up Student Records Self-Service

Using the Student Center Options page in conjunction with security setup, you can configure the Student
Center page to control the user's experience. On the Student Center Options page, you can decide which
major sections will appear on the Student Center page. Y ou can a so use the Student Center Options page to
configure some of the individual items that will appear on the Student Center page. Using security setup, you
can limit student access to self-service transactions. Y ou must use the Student Center Options pagein
conjunction with security setup to create a self-service experience for students. For example, if your
institution uses the enrollment functionality in PeopleSoft Student Records but does not use swap
functionality, you can show the Academics section by selecting the Show Academic Section option on the
Student Center Options page but not grant students access to the Swaps page using security. In this case, the
Academic section would appear on the Student Center, but the swap functionality would not. Also, not
displaying afeature on the Student Center does not remove it from the navigation. To remove a feature from
the navigation, you must use security.

Used Set Up a Self-Service Center
Page Name Definition Name Navigation Usage
Student Center Options SSS_STDNCTR_OPT Set Up SACR, Common Define the sections that you
Definitions, Self Service, want to appear to your
Student Center studentsin the self-service
Student Center.

ing Self-Service Student Center Setup Options
Access the Student Center Options page (Set Up SACR, Common Definitions, Self Service, Student Center).
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Student Center Options
Last Update DateTime: 1011 3/2006 2:14:154M User ID: SAMPLE
Note: Initial Installation
Major sections to be displayed on the Student Center
Show Academic Section Show To Do List Section
Show Finances Section Show Enrollment Dates Section
Show Personal Info Section Show Advisor Section
Show Admissions Section Show Links Section
Show Holds Section
Personal Information Section Links Section
Type of addresses to display: Section name: |NEWS and Infa
Address Box 1{lefty  |PERM C. Permanent Title |CMN
Address Box 1 Link Lahel: URL |http:IMw.cnn.cnm
|Permanenmddress Title |EIEIC
Address Box 2 (right) |BILL  CL Billing URL |http:fhwwwebbe.com
Address Box 2 Link Label: Title |NEIC
|EIiIIing Address URL |http:IMww.nbc.cnm
Display Phone  Type: Section name: |Search Engines
Phone Link Label: Title |‘r‘ah|:u:|
Primary Phone URL |hﬁp:1w.yahun.cnm
Display E-mail  Type: Title | Google
Email Link Label: URL |hﬁp:fﬁﬁﬁﬁm.gnngle.cnm
Home E-mail Title |
URL |
Privacy settings link: |
Section name: |0ther Links
Admissions Section Title |Amazan
Display Action Column URL | hp:itwww.amazon.com
Display view status link Title |
Display Accept or Decline link URL |

Student Center Options page (1 of 2)
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Holds Section

'Show | All * | holds at atime

Display monetary value

To Do List Section

‘Show | Al * | To Do's at atime

Advisar Section

Title
URL

Show advisor phone number

(# Use Advisor's Preferred Phone
) Use This Phone Type:

Student Center Options page (2 of 2)

Note

Enter anote. Thisfield isfor informational purposes only.

Major Sections to Be Displayed on the Student Center

Show Academic Section Select to show the Academic Section on the self-service Student Center page.

Show Finances Section

Show Personal Info
Section (show personal
information section)

Show Admissions
Section

Show Holds Section

This section contains links to My Class Schedule, Wish List, enrollment, and
other Student Records functionality.

Select to show the Finances Section on the self-service Student Center page. This
section contains links to PeopleSoft Student Financials and PeopleSoft Financial
Aid functionality, such as Account Summary and View My Financial Aid.

Select to show the Personal Info Section on the self-service Student Center page.
This section contains links to biographical information features, such as
addresses, phone numbers, email address, emergency contacts, and user
preferences. If you select this check box, the fields in the Personal Information
Section group box become available for edit.

Select to show the Admissions Section on the self-service Student Center page.
This section contains links to PeopleSoft Recruiting and Admissions
functionality, such as applying to another academic program, requesting
admissions information from your institution, or checking on the status of an
application. If you select this check box, the fields in the Admissions Section
group box become available for edit.

Select to show the Holds Section on the self-service Student Center page. If you
select this check box, the fields in the Holds Section group box become available
for edit.
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Show To Do List Section

Show Enrollment Dates

Section

Show Advisor Section

Show Links Section

Chapter 5

Select to show the To Do List Section on the self-service Student Center page. If
you select this check box, the field in the To Do List Section group box becomes
available for edit.

Select to show the Enrollment Dates Section on the self-service Student Center
page. This section contains enrollment appointments, validation appointments,
and open enrollment dates.

Select to show the Advisor Section on the self-service Student Center page. This
section displays academic advisors and committees assigned to the student.
Within the Advisor Section, students click the Details link to go to the View My
Advisors page.

Select to show the Links Section on the self-service Student Center page. If you
select this check box, the fields in the Links Section group box become available
for edit.

Personal Information Section

AddressBox 1 (left) and
AddressBox 2 (right)

AddressBox 1 Link
L abel and Address Box 2
Link Label

Display Phone

Type

Phone Link Label
Display E-mail

Type

Email Link L abel

Privacy settingslink
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Enter the address types to display in the Personal Information Section of the
Student Center page. Only address types that are set up on the Type Control page
as Display Only, Edit - No Delete, or Full Edit are available.

Enter the label to be displayed for the address links on the Student Center page.

Select to display the student's phone number on the Student Center page.

Enter a phone type to display. Only phone types that are set up on the Type
Control page as Display Only, Edit - No Delete, or Full Edit are available.

Enter the label to be displayed for the phone link on the Student Center page.
Select to display the student's email address on the Student Center page.

Enter email typesto display. Only email types that are set up on the Type Control
page as Display Only, Edit - No Delete, or Full Edit are available.

Enter the label to be displayed for the email link on the Student Center page.

If you do not use Family Educational Rights and Privacy Act (FERPA), enter a
URL to your institution's privacy site. When you enter aURL in thisfield
(starting with http://) a Privacy Settings link appears on the self-service Student
Center page. It will direct users to the website you defined.

If your institution uses FERPA, leave thisfield blank and give your self-service
users access to the FERPA self-service page. In this case, users will access
FERPA from the Personal Information prompt by selecting the Privacy Settings
option.
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Admissions Section

Display Action Column

Display what's missing
link

Display Accept or
Declinelink

Holds Section

Show <> holds at atime

Display monetary value

To Do List Section

Show <>ToDo'sat a
time

Advisor Section

Show advisor phone
number

Links Section

Setting Up Student Records Self-Service

Select to display the Action column in the Admissions section on the Student
Center page. The Action column can display the What's missing link and the
Accept/Decline link.

Select to display the What's missing link, which accesses the to-do list.

Select to display the Accept or Decline link, which accesses the Accept
Admissions page.

Select the number of holds that you want to display at one time. Y ou can display
al holds or from 1 to 10 holds. The system sorts holds by date—maost current to
oldest—on the Student Center page.

Select to display the monetary value of the holds on the Student Center page.

Select the number of to-do items that you want to display at one time. Y ou can
display all to-do items or from 1 to 10 to-do items. The system sorts to-do items
by earliest due date on the Student Center page.

Select to indicate whether to use an advisor's preferred phone number or a
particular phone type when displaying the advisor's phone number in the Advisor
section of the Student Center. This setup controls the phone number on the
Student Center page only.

Note. Y ou should select the same Advisor phone number value on this page and
on the Other page in the Student Records component.

Use this group box to define link sections that will be available on the Student Center page. By defining
sections and URLS, you can provide links to institution websites such as University Library, Campus
Directory, University Home Page, Free Application for Federal Student Aid (FAFSA), and others. You can
define three sections with a maximum of three URL s per section.
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Setting Up Student Financials Self Service

This chapter discusses how to:

Set up Payment merchants.
Set up SF merchants.

Set up ingtitution sets.

Set up self-service options.
Set up miscellaneous fees.

Set up self-service payment messages.

Prerequisites

Before students can make payments through Student Financials self service, you must:

Set up SF business units.

Establish charge priorities.
Establish payment overall priorities.
Establish an SF term default.

For each SF institution set established, you must create a corresponding setlD and define the
corresponding tableset control value, particularly for SF11_WEB (Internet Pymnts — INSTITUTION
SET).

Establish at least one Payment Merchant per third party merchant ID.

Establish at least one SF merchant ID per payment type (credit card, eCheck, or both) that isto be
supported by your institution.

Select the Accept Self-Service Payments check box on all appropriate SF ingtitution set parameters.

Assign an SF institution set to students.

See PeopleSoft Enterprise Sudent Financials 9.0 PeopleBook, "Completing Student Financials General
Setup,” Setting Up Business Units and PeopleSoft Enter prise Sudent Financials 9.0 PeopleBook, " Setting Up
ePayment Processing,” Setting Up SF Merchants.
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Setting Up Payment Merchants

Setting up Payment merchants enables you to set up electronic payment merchants and support the ePayment
API framework.

See PeopleSoft Enterprise Student Financials 9.0 PeopleBook, " Setting Up ePayment Processing,” Setting Up
Payment Merchants.

See Electronic Payment Integration Developer's Reference Guide. The guideis posted to My Oracle Support.

Setting Up SF Merchants

Setting up SF merchants enables you to set up unique credit card and eCheck processing rules for different
departmentsin your institution.

See PeopleSoft Enterprise Sudent Financials 9.0 PeopleBook, " Setting Up ePayment Processing,” Setting Up
SF Merchants.

Setting Up Institution Sets

This section provides an overview of institution sets and discusses how to:
« Define basic ingtitution set parameters.

» Define self-service electronic payments (ePayments) for institution sets.

« Define salf-service business units for institution sets.

Understanding Institution Sets

Aninstitution set enables you to define parameters for the PeopleSoft Student Financials self-service pages,
and for self-service ePayment usage for one or more business unitsin an institution.

Institution sets hide the complexity of multiple business units from the student, and enable students to access
information and pay charges toward multiple business units. Institutions with only one business unit can
preserve their single-unit character by attaching only one business unit to their institution set.

Y ou must set up an institution set and attach it to each student for any self-service features to function. You
attach the institution set to students through the User Profile process in PeopleSoft Campus Community or
individually through Student Financials Security

38 Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.



Chapter 6

Pages Used to Set Up Institution Sets

Defining Basic Institution Set Parameters
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See Also

Setting Up Student Financials Self Service

PeopleSoft Enterprise Sudent Financials 9.0 PeopleBook, "Completing Student Financials General Setup,”

Setting Up Business Units

PeopleSoft Enterprise Campus Solutions 9.0 Application Fundamental s PeopleBook, " Creating and

Maintaining User Profiles’

Page Name

Definition Name

Navigation

Usage

General Options

INSTITUTION_SET_01

Set Up SACR, Common
Definitions, Self Service,
Student Financials, SF
Institution Set, General
Options

Define basic institution set
parameters.

Electronic Payments

SSF_INST_SET_03

Set Up SACR, Common
Definitions, Self Service,
Student Financials, SF
Institution Set, Electronic
Payments

Define parameters of
electronic payments.

Institution Set Privacy
Policy

SSF_INST_SET_04

Click the Privacy Policy
link on the Electronic
Payments page.

Define a privacy policy for
your institution.

Business Units

INSTITUTION_SET_02

Set Up SACR, Common
Definitions, Self Service,
Student Financials, SF
Institution Set, Business
Units

Define business unit
parameters.

Access the General Options page (Set Up SACR, Common Definitions, Self Service, Student Financials, SF
Institution Set, General Options).
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General Options |

|

Institution Set:
‘Description:

‘Base Currency:

Accept Selfi-Senvice Payments
[ ]anow Payment Plan Enrollment

Display Student Permissions
Tuition Calc Required
Display Tuition Calc Message

PSLIMY

PeopleSoft University

ush Q

Self Service Options

Accept Miscellaneous Purchases
[Ipisplay 1098-T Self Service
Gram Studemt Permissions

Days in future for “due now’

Chapter 6

Account Inquiry

Display Account Activity
] Display Payment History
(] Anow payment drilldown
] Display Pending Paymenms
Include Pending Payments

[CJinclude Fin Aid in Pavments

] Display Charges Due
] Display Due Date Detail
] Display Charge Detail
] Display Invoice Due

] Display Pending Financial Aid

Include Pending Financial Aid

General Options page

The selections made in the Self Service Options and Account Inquiry group boxes determine what students
see in the Make a Payment self-service component (SSF_SS PAYMENT). For instance, if you clear the
Display Pending Financial Aid check box, then the student's anticipated aid does not appear anywhere in the
Make a Payment component of self service.

Base Currency

Self Service Options

Accept Self Service
Payments

Accept Miscellaneous
Purchases

40

Select the type of currency that you want to use for your credit card transactions.
The default value for thisfield is the base currency from SF Business Unit setup.

Select to accept self-service payments over the internet. This selection is specific
to thisinstitution set, not to the SF business units that are attached on the
Business Units page. Selecting this option requires that you attach at least one SF
business unit that is defined to accept self-service payments.

Select to allow students to select and purchase items or services. Thisflag
controls whether the Accept Miscellaneous Purchases option appears in the Other
Financial drop-down list in Student Center and whether the link appears at the
bottom of the Account Inquiry page.
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Allow Payment Plan
Enrollment

Display 1098-T Self
Service

Display Student
Permissions

Grant Student
Permissions

Setting Up Student Financials Self Service

Select to allow studentsto enroll in payment plans. This flag controls whether the
Payment Plan option appears in the Other Financial drop-down list in Student
Center and whether the link appears at the bottom of the Account Inquiry page.

Select to display and to allow access to the 1098-T Self Service option for
students in thisinstitution set. This check box controls whether the 1098-T option
appearsin the other financial drop-down list box in Student Center and whether
the link appears at the bottom of the Account Inquiry page.

U.S. Department of Education regulations require that federal financial-aid
awards be used to pay only allowable charges for the period of enrollment
covered by the aid year in which those funds were awarded. Regulations require
schools to collect individual authorization from a student to allow funds to pay
for nonallowable charges such as library fines and parking fees or for charges for
the prior year immediately preceding the current aid year.

Select to allow access to the Grant Student Permissions option for students in this
institution set.

The student cannot revoke permission using Self Service; only the administrator
can do this.

Select to display and to allow access to the Grant Permissions option for students
in thisingtitution set.

This check box appears only if the Display Student Permissions check box is
selected.
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Tuition Calc Required
(tuition calculation
required)

Display Tuition Calc
M essage

42
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Select if you want the system to automatically calculate tuition whenever a
student accesses the Account Inquiry component or the Make a Payment
component. The system calculates tuition in self service only if the following
four conditions are met:

» Theself service Tuition Calc Required check box in the SF Institution Set
component is selected.

« TheCalc Required column value isequal to Y inthe STDNT_CAR_TERM
table.

+ The student is activated in the term.

« The Auto Calculate Self Service check box on the Tuition Calculation
Control pageis selected for the term.

See PeopleSoft Enterprise Sudent Financials 9.0 PeopleBook, " Setting Up
Tuition Controls, Criteria, Equations, and Waivers," Specifying Tuition
Cadlculation Parameters.

Note. The system does not automatically calculate tuition when a student
accesses the Student Center. In addition, tuition calculation is never invoked
from the Student Services Center or Student Services Center (Student).
Therefore, consider selecting the Display Tuition Calc Message check box so that
the student knows that the bal ance that appears on the Student Center might not
reflect recent changes and the student has to access the Account Inquiry page for
the updated balance.

Consider your use of the Tuition Calc Required check box carefully. Requiring
tuition calculation uses a great deal of system processing resources, but account
balances might not otherwise reflect recent changes.

Select to display the following tuition calculation messages for students:

« If you select the Tuition Calc Required check box and the Auto Calculate
Self Service check box, and the Calc Required column valueis equal to Yin
the STDNT_CAR_TERM table for a student, this message appears on the
Student Center page: This may not reflect recent changes to your tuition and
fees. For an updated balance, click on Account Inquiry.

« If you do not select the Tuition Calc Required check box, then regardless of
the Calc Required column value and whether you select the Auto Calculate
Self Service check box, this message appears on the Student Center, Account
Summary, and Charge Details pages: This may not reflect recent changes to
your tuition and fees.
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Setting Up Student Financials Self Service

Daysin futurefor 'due  Based on the number of days you enter here, the system controls the due now and

now' future due dollar amounts displayed on the Student Center page as well as on the
Account Inquiry - Account Summary page. The formula used to calculate the due
now amount is any charges incurred through the current date plus the number of
days specified in this field. The formula used to calculate the future due amount
isany chargesincurred after the current date plus the number of days specified in
thisfield. Any charges incurred through the current date plus the number of
future days entered in this field controls both the amount due now and the future
due amount. Enter the number of future days.

Example of How the Days in Future Field Is Calculated

Thistableis an example of how charges and payments are displayed, based on what you define in the Daysin
future for 'due now' field:

Charge Date Incurred Amount
Tuition July 1, 2006 1,000.00 USD
Fee September 5, 2006 50.00 USD
Room November 1, 2006 500.00 USD

If the current date is September 1, 2006, and you enter 35 in the Daysin future for 'due now' field, then the
due now charges will equal 1,050.00 USD and the future due will equal 500.00 USD.

If the current date is October 1, 2006, and you enter 35 in the Days in future for 'due now' field, then the
charges due now will equal 1,550.00 USD, and the future charges will equal zero.

Account Inquiry

The selections made in this group box determine what students see in the Account Inquiry self-service
component (SSF_SS ACCT_SUMM). For instance, if you clear the Display Account Activity check box,
students do not see the activity page. Check boxes that are indented below a check box refer to more specific
options related to the display feature on that page.

Display Account Select to display the Account Activity page, including charges, payments,

Activity financial aid, and refunds for the student. The activity is controlled by filter
options on the activity page—the system displays six months of activity by
defaullt.
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Display Charges Due

Display Payment
History

Display Pending
Payments

Include Pending
Payments

Display Pending
Financial Aid
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Select to display the Charges Due page. Four grids are displayed on this page,
three of which are optional: Display Due Date Detail,Display Charge Detail, and
Display Invoice Due.

The Display Charges Due grid rolls up al charges by unique due date to be
presented as a summary to the student.

The Display Due Date Detail grid displays the details of all chargesrolled up by
unique due date.

The Display Charge Detail grid displays the details of each charge. On this grid,
the student has the opportunity to look deeper into charges containing multiple
due dates.

The Display Invoice Due grid display details of charges by billing invoice ID
date.

Select to display the Payments page. Y ou can also choose to allow payment
drilldown. For any successfully posted payments, the student can see which
charges were reduced by those payments if the Allow payment drilldown check
box is selected.

Select to display the student's pending payments on the following pages.
Account Inquiry - Account Summary tab: What | Owe grid.
Account Inquiry - Payments tab: Pending Payments grid.

If this check box is cleared, then the student's pending payments do not appear
anywhere in self service.

If this check box is selected, then the student's balance is reduced by the pending
payment amount. This check box must be used in conjunction with the Display
Pending Payments check box for the remaining balance amount to be reduced by
any pending payments made.

If this check box is selected, the total due amount is reduced by the pending
payment amount on the Account Inquiry - Account Summary tab: What | Owe
grid.

If this check box is cleared, then the total due amount is not reduced by the
pending payment amount on the Account Inquiry - Account Summary tab: What
| Owe grid. The remaining balance amount is not reduced by the pending
payment amount.

Select to display anticipated aid as aline item on the Account Inquiry - Account
Summary tab: What | Owe grid and the Account Inquiry - Pending Financial Aid

page.

If this check box is selected, anticipated aid appears on the pages as alineitem
only and does not reduce the remaining balance amount. Students are informed
of any anticipated aid, but their total charges are not reduced by the anticipated
aid.

If this check box is cleared, then the student's anticipated aid does not appear
anywhere in the Account Inquiry self-service component

(SSF_SS ACCT_SUMM).
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Include Pending
Financial Aid

Include Fin Aid in
Payments (include
financia aid in payments)

Setting Up Student Financials Self Service

If this check box is selected, the student's balance is reduced by the anticipated
aid amount. This check box must be used in conjunction with the Display

Pending Financial Aid check box for the remaining balance amount to be reduced

by any anticipated aid.

If this check box is selected, the total due amount is reduced by the anticipated
(or pending financial) aid amount on the Account Inquiry - Account Summary
tab: What | Owe grid.

If it is cleared, then the total due amount will not be reduced by the anticipated
aid amount on the Account Inquiry - Account Summary tab: What | Owe grid.
The remaining balance amount is not reduced by the pending financial aid
amount.

Select to include financial aid disbursements with all other payments. If this
check box is cleared, financial aid disbursements appear in a separate financial
aid activity line on the Payment History page. If your institution does not

disburse financial aid, select this option to eliminate financial aid activity lines.

Defining Self-Service ePayments for Institution Sets

A flexible interface supports the processing of credit card and eCheck transactions. The interface uses a
flexible adapter-based model to support the transmission of electronic payment transactions. Y ou can use

either the Integration Broker-based interface or the Business Interlinks interface to send electronic payment

transactions to third party payment processors.

If you use Integration Broker, it supports the capture of the Security Code. Capturing this code lowers your

transaction costs and increases fraud deterrence on card not present transactions.

See PeopleSoft Enterprise Sudent Financials 9.0 PeopleBook, " Setting Up ePayment Processing.”

See PeopleSoft Enterprise Sudent Financials 9.0 PeopleBook, " Processing ePayment Transactions.”

See Electronic Payment Integration Developer's Reference Guide. The guide is posted to My Oracle Support.

Access the Electronic Payments page (Set Up SACR, Common Definitions, Self Service, Student Financials,
SF Institution Set, Electronic Payments).

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.

45



Setting Up Student Financials Self Service

46

Chapter 6

FEn

eral Options

Institution Set:

Accept Self-Service Payments

Default Address
Default Telephone

Defaul Email Address

Display Browser Message

Electronic Payments

* Electronic Payments

Business Linits

HPFPAY Hosted Pay 5F Institution Set

Accept Miscellaneous Purchases

[|Enforce Daily Limit
Daily Limit:
Display Privacy Policy ~ Etivacy Policy

Display Declined Pymt Detail

Electronic Payments page (1 of 2)
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Copyright

Setting Up Student Financials Self Service

* Make a Payment

SF Credit Card Merchant ID: | 55 Hosted Payment CC Merchan w |
Payment Merchant: Hosted Site for Credit Card
Hosted Payment Provider

Feal-Time Authorization

Feal-Time Capture

SF eCheck Merchant ID: 55 Hosted Pavment echeck Mer; w

Payment Merchant: Hosted Site for eCheck
Hosted Payment Provider
Feal-Time Debit

Allocation level: | By Business Unit -

Allow Excess Payment
Accept Admissions Deposit

[1Post Offline Authorization [ 1Post Unprocessed Authorization

Reverse Declined Authorization

Display Pending Financial Aid ] Display Pending Payments
Clinclude Pending Aid - Payments CInclude Pending Payments
* Miscellaneous Fees
SF Credit Card Merchant ID | 55 Hosted Payment CC Merchan w |
Payl“e“'t Merchaln: HDStEd S|tE fl:lr CrEdIt Card

Hosted Payment Provider
Real-Time Authorization
Real-Time Capture

SF eCheck Merchant ID 55 Hosted Payment echeck Merc

Payment Merchant: Hosted Site for eCheck
Hosted Payment Provider
Feal-Time Debit

Electronic Payments page (2 of 2)
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Note. Most of the fields on the Electronic Payments page are specific to each business unit in the institution
set, not to the ingtitution set as awhole. If you have multiple business units associated with the institution set,
be sure to insert arow and enter the information on the Electronic Payments page for each business unit.
Also, if you have more than one business unit associated with your institution set, you must enter a priority
ranking for each (see following). The exceptions to this are the service impact and service indicator codes,
which are institution set-specific, not business unit-specific.

To control what charges the student can pay towards in self service, you must ensure that the item type
contains the correct charge priority list. The charge priority list that you assign to the eCheck item type can
differ from the credit card item type. In thisway, you can control whether particular charges can be paid by
one payment method versus another. Be sure to specify the correct tender category (eCheck or credit card) on
the item type so that it is available to select here.

Accept Self Service Thisisadisplay-only field that shows whether Accept Self Service Payments has
Payments been selected in the General Options setup. This means that web credit card
payments are authorized for this business unit.

Accept Miscellaneous  Thisisadisplay-only field that shows whether Accept Miscellaneous Purchases
Purchases has been selected in the General Options setup.

Electronic Payments

Default Address Select to make the address fields on the Make a Payment - Specify Payment
Details page available for input.

Default Telephone Select to make the telephone field on the Make a Payment - Specify Payment
Details page available for input.

Default Email Address  Select to make the email field on the Make a Payment - Specify Payment Details
page available for input.

Display Browser Select this check box:

Message « Todisplay abrowser message on the Make a Payment - Confirm Payment

page when hosted payment is used.

« Todisplay the Browser Requirements link on the Make a Payment - Confirm
Payment page when hosted payment is used.

Y ou define the browser requirements message and detail on the Payment
Merchant page.

See PeopleSoft Enterprise Sudent Financials 9.0 PeopleBook, " Setting Up
ePayment Processing," Defining Electronic Payment Merchants.
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Enforce Daily Limit and Select the Enforce Daily Limit check box to limit the number of self-service

Daily Limit

Display Privacy Policy

Privacy Policy

Make a Payment

payments a student can make per day to the value that you enter in the Daily
Limit field. For example, if you set up and institution set with both a credit card
merchant ID and an electronic check merchant 1D, and enter adaily limit of 4,
then a student can make any combination of eCheck and credit card transactions
up to amaximum of four total transactions per day.

If a student exceeds the limit, the system prevents the student from making
additional self-service payments until the following day.

Select to display the Privacy Policy link on the Make a Payment - Confirm
Payment page if a school uses the hosted payment feature and on the Make a
Payment - Specify Payment Details page if the school does not use the hosted
payment feature.

The privacy policy is optional and user defined.

Click to access the Institution Set Privacy Policy page and define a privacy
policy for your institution.

Y our selections here determine what students see in the Make a Payment self-service component. For
instance, if you clear the Display Pending Financial Aid check box, then the student's anticipated aid will not
be displayed anywhere in the Make a Payment self-service component.

SF Credit Card
Merchant ID and SF
eCheck Merchant ID

Select a credit card SF merchant ID, an eCheck SF merchant 1D, or both for an
institution set. This determines which payment type is supported for this
institution set: credit card only, eCheck only, or both.

If you select avalue in both the SF Credit Card Merchant ID and the SF eCheck
Merchant 1D fields, the Select Payment Method page prompts students to select
one of two payment types from the drop-down list box—Pay by Credit Card or
Pay by Electronic Check,—before they are permitted to enter self-service
payment information. If you select avalue in only one of these fields, then the
system takes students directly to the Make a Payment - Specify Payment Details
page because only one valid tender option is available for self-service payment.

Note. Depending on the charge priority rules assigned to the ePayment item type,
the student may not be presented with all chargesto pay—the student will be
presented only those charges that are a part of the charge priority list that is
associated with the ePayment credit card or eCheck item type.
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Payment M erchant The check boxes are selected or cleared by default depending on the setup on the
SF Merchants page and are not available for edit on this page.

Note. If both credit card and eCheck are available as payment methods for an
institution set, both payment methods must be either hosted or non-hosted. For
example, if you define an institution set that allows credit card payment with
hosted payment and eCheck with non-hosted payment, you receive an error
message advising that SF merchants have conflicting payment merchant values.

Y ou can, however, use Business Interlink for one payment method and
Integration Broker for another.

Also, across features, you can use both hosted and non-hosted payment—for
example, you can use hosted payment for Make a Payment setup and non-hosted
for Miscellaneous Fees setup.

See PeopleSoft Enterprise Sudent Financials 9.0 PeopleBook, " Setting Up
ePayment Processing.”

Allocation Level Usethe alocation level to define how charges and payments are displayed on a
self-service page.

Allocation Level By Business Unit

This page displays all charges that the student incurred by business unit on the Make a Payment self-service
component. Displaying charges in this manner forces the student to pay all or a portion of the charges by
business unit. The Student Financials posting process invokes the appropriate charge priority and payment
overal priority rulesto the self-service payments.

. Outstanding Stz Pending| Renmaining Payment
Descripton Payment| _. R -
Charges Financial Aid Balance Annount
Anmount
PS Cormmm College Q00,00 0.o0 0.a0 Q00,00
PSS University 4,448,000 194,00 1,200,000 2,054,000
Total 5,348.00 194.00 1,200.00 3,954.00
pay all charges I zero out amuuniEI calculate total

Allocation Level By Business Unit page (1 of 2)
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7 My Charges

PS% Comm College

Item Description Due Date Item Term Outstanding
Charges

Tuitian - Llnn.:lergraduate 08/28/2004 5004 Fall 200.00

- General Biology II

Tuition - Undergraduate

- General Chermistry 08f28f2004 2004 Fall 300,00

Tuition - Undergraduate

- Pract fcck Proc osf28/2004 2004 Fall 200,00

Total a0o0.00

Currency used iz US Daollar,

Item Descrpbton Due Date Item Term Duh:::f:;g
Parking Fines 0S/15/2004 2004 Spring 25.00
Library Fines multiple.. 2004 Spring 22.50
Tuition 01/01/2005 2005 Spring 1,369, 50
Single Roam 0i1/15/2005 2005 Spring 2,350,000
Meal Plan-21 0171572005 2005 Spring 421,00
Subscription Fees 01715752005 2005 Spring 125,00
Parking Stickers 0z/01/2005 2005 Spring 125,00
Total 4,448.00

Allocation Level By Business Unit page (2 of 2)

Allocation Level by Charge

This page displays each charge that the student incurred individually by business unit on the Make a Payment
self-service component. Displaying charges in this manner permits the student to pay all or a portion of each
charge. The Student Financials posting process bypasses the established charge priority and payment overall
priority rules and uses the amounts that the student indicates during the self-service transaction. The resulting
effect is that the student can choose which chargesto pay, thus creating a scenario in which older, more
pressing charges can be ignored while newer charges can be reduced.
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PS5 Comm College

Dutstanding

Itemn Termn Charges

Due Date

Iten Descripbon

Tuition - Undergraduate

- Eenerel Hfeloey I 08/28/2004 2004 Fall 300,00
T”g;”nne;a'f";izriri:frﬁate 08/28/2004 2004 Fall 200,00
T”g;:;;g;dpigad”ate 0g/28/2004 2004 Fall 200,00
PSCCS Excass Payment 0,00
Total a00.00

pay charges zero out amounts calculate grand total I

Currency used is US Dollar

Dutstanding Payment

Item Descripbdon Due Date Item Termn Charges Armount
Parking Fines 05/15/2004 2004 Spring ssaoo |
Library Fines multiple.. 2004 Spring zzso |
Tuition 01/01/2005 2005 Spring 1,382.50 |
Single Room 01/15/2005 2005 Spring z,350000 |
Meal Flan-21 01/15/2005 2005 Spring 4zi00 |
Subszeription Faes 01/15/2005 2005 Spring izso00 |
Parking Stickers 02/01/2005 2005 Spting izs.00 |
PEUNY Excess Payment oo |
Total 4,448.00
pay charges I zero out amounts calculate grand total I

Allocation Level by Charge page (1 of 2)
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Payment Summary

. Dutstanding s Pending | Remaining Payment
DescHpton Payment . B -

Charges Financial Aid | Balance Amount
Amount
PS Cormm College Q200,00 0.00 0,00 Q200,00 0,00
PSS University 4,448,000 194,00 1,200.00 2,054,000 0.o0
Total 3,348.00 19:4.00 1,200.00 3,954.00 0.00
pay all charges zero out all amuunEI calculate grand total I
Currency used is US Daollar,
CANCEL | FREWVIOUS | NE}{TI

Allocation Level by Charge page (2 of 2)

Allocation Level by Term

This page displays all charges that the student incurred by term within each business unit on the Make a
Payment self-service component. Displaying charges in this manner permits the student to pay all or a portion
of aterm's charges—these charges are aggregated by business unit whereby the student cannot pay each
individual charge. The Student Financials posting process invokes the appropriate charge priority and
payment overall priority rules to the self-service payments.

Note. For the Allocation Level by Term feature to work, you will need set Term, Payment Term First for Sort
1 of the Charge Sort for Payment Overall Priority attribute for applicable ePayment item types.

oL Outstanding I?End“.-'g Remaining Payment
DescHpton Term Financial
Charges Aid Balance Amount
PS Cormmm College 2004 Fall Q00,00 0,00 Q00,00
PSS University 2004 Spring 57.50 0,00 57.50
PS University 2005 Spring 4,390,530 1,200,000 2,190.50
Total 3,348.00 1,200.00 4,14%.00
pay all charges I zero out amounts calculate total I

Allocation Level by Term page (1 of 2)
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7 My Charges

PS5 Comm Collage

Item Description Due Date Item Term Outstanding
Charges

Tuition - Lln-_:lergraduate 0e/28/2004 2004 Fall 200,00

- General Biology II

Tuition - Undergraduate

- deneral Chemistry 02/28/2004 2004 Fall 300.00

Tuition - Undergraduate

- Pract fcck Proc 0s/fz28/z004 Z004 Fall 200,00

Total for 2004 Fall 900.00

Currency used iz US Dollar,

Chapter 6

Itemn Descripton Due Date Item Term Du‘ls[i::l::::;g
Parking Fines 05/15/2004 2004 Spring 35,00
Library Fines multiple., 2004 Spring 22,50
Total for 2004 Spring 57.50
Tuition 01/01/2005 2005 Spring 1,369,350
Single Roorm 01/15/2005 2005 Spring 2,350.00
Meal Plan-21 01/15/2005 2005 Spring 421,00
Subscription Fees 0i/15/2005 2005 Spring 125,00
Parking Stickers 0z/01/Z2005 2005 Spring 125,00
Total for 2005 Spring 4,390.50

Allocation Level by Term page (2 of 2)

Allow Excess Payment

Accept Admissions

Deposit

Select to allow students to make ePayments in excess of their balance due.

Select to accept payment for admissions deposits by credit card over the internet.
The application center does not accept payment by eCheck.

Set the parameters for the real-time posting of credit card transactions.

Post Offline

Authorization

Post Unpr ocessed
Authorization

Select to post transactionsin real time, even though you authorize the
transactions through a batch process. Thisfield is available only if you do not
select the Credit Card Authorization option on the SF Merchants page.

Select to post credit card transactions that fail while performing real-time
authorization due to a connection problem. If you cleared this check box, the
system posts only transactions with fully processed authorizations.

Note. Consider the implicationsif transactions posted in real time fail
authorization when processed at alater point in time (such as payment reversals
and discharge of service indicators).
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Rever se Declined
Authorization

Setting Up Student Financials Self Service

Select to automatically reverse a posted transaction when a credit card
transaction is declined. This option should always be selected if you choose to
post transactions with payments authorized offline (see above).

Y our next selections determine what students see in the Make a Payment self-service component. For
instance, if you clear the Display Pending Financial Aid check box, then the student's anticipated aid will not
be displayed anywhere in the Make a Payment self-service component.

Display Pending
Financial Aid

Include Pending Aid —
Payments

Display Pending
Payments

Include Pending
Payments

Miscellaneous Fees

Select to display anticipated aid as aline item on the Make a Payment - Specify
Payment Amount page in the What | Owe grid. With this check box selected,
anticipated aid appears on the page as aline item only and does not reduce the
remaining balance amount. Students are informed of any anticipated aid, but their
total charges are not reduced by the anticipated aid.

If this check box is cleared, then the student's anticipated aid does not appear
anywhere in the Make a Payment self-service component.

Select to use pending financia aid to reduce the remaining bal ance amounts on
the Make a Payment - Specify Payment Amount page. This check box must be
used in conjunction with the Display Pending Financial Aid check box for the
remaining balance amount to be reduced by anticipated aid.

If this check box is selected, the student's total charges are reduced and the
student isinformed of any anticipated aid.

If Display Pending Financial Aid and this check box are both cleared, then the
student's anticipated aid does not appear anywhere in the Make a Payment self-
service component.

Select to display the student's pending payments on the Make a Payment -
Payments page and the Make a Payment - Specify Payment Amount page.

If this check box is cleared, then the student's pending payments do not appear
anywhere in the Make a Payment self-service component.

If this check box is selected, then the student's balance is reduced by the payment
amount. This check box must be used in conjunction with the Display Pending
Payments check box for the remaining balance amount to be reduced by any
payments made.

If Display Pending Payments and this check box are both cleared, then the
student's pending payments do not appear anywhere in the Make a Payment self-
service component.

Use thesefieldsif your institution wants to set up separate merchant 1Ds for miscellaneous purchases as
opposed to regular tuition payments.
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SF Credit Card
Merchant ID and SF
eCheck Merchant ID

Payment M erchant

Chapter 6

Select a credit card SF merchant D, an eCheck SF merchant ID, or both for
miscellaneous fees. This determines which payment type is supported for this
institution set: credit card only, eCheck only, or both. If you select a value in both
the SF Credit Card Merchant ID and SF eCheck Merchant ID fields, the Select
Payment Method page prompts students to select one of two payment types from
the drop-down list box—Pay by Credit Card or Pay by Electronic Check—before
they are permitted to enter self-service payment information. If you select avalue
in only one field, the system takes students directly to the Make a Payment -
Specify Payment Details page because only one valid tender option is available
for self-service payment.

For miscellaneous purchases, the setup on the Purchase Items set up component
(SSF_PUR_ITEM_TABLE) determines the items that will be presented for
purchase. Because these are optional purchases, they do not exist until the student
(or user) elects to purchase these items. Because these are paid for at the time of
selection, charge priority rules do not affect miscellaneous purchases.

The check boxes are selected or cleared by default depending on the setup on the
SF Merchants page and are not available for edit on this page.

Note. If both credit card and echeck are available as payment methods for an
institution set, both payment methods must be either hosted or non-hosted. For
example, if you define an institution set that allows credit card payment with
hosted payment and eCheck with non-hosted payment, you receive an error
message advising that SF merchants have conflicting payment merchant values.

Y ou can, however, use Business Interlink for one payment method and
Integration Broker for another. (For credit cards, Security Code is supported only
by Integration Broker).

Also, across features, you can use both hosted and non-hosted payment—for
example, you can use hosted payment for Make a Payment setup and non-hosted
for Miscellaneous Fees setup.

See PeopleSoft Enterprise Sudent Financials 9.0 PeopleBook, " Setting Up
ePayment Processing.”

Defining Self-Service Business Units for Institution Sets

Access the Business Units page (Set Up SACR, Common Definitions, Self Service, Student Financials, SF
Institution Set, Business Units).

56
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General Options Electranic Payments Business Units

Institution Set: ERPAYM  ePayment

Feopl

‘Business Unit:

Location Code: Q

Contact:

eSoft University Bursar

Contact Information

First E 1of 2 [} Last
[=]

|
Email 10 |
|

Telephone:

Payment Service Impact

Disable Internet Payment: Q
Override Daily Limit: Q

¥ Accept Sef-Service Payments

Business Units page (1 of 2)
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* Make a Payment

Credit Card em Type: 310000000600 & eCheck Credit Card ltem Type

eCheck ltem Type: 310000000500 eCheck Payment

Depaosit ltem Type: 400000000001

r Primary Business Unit Populate the comvenience fee only for the Primary Business Unit.

Convenience Fee Account Type: Mg O Miscellaneous Fees
Comvenience Fee kem Type: Q
Excess Payment Account: TUT O Tuition
Excess Payment Description: FSCCS Excess Payment
Payment Reversal
Senvice Indicator Cil: Q
* Miscellaneous Fees
Credit Card kem Type: 300000000004 3 Credit Card Payment
eCheck tem Type: Q
Comnvenience Fee Account Type: Q
Comvenience Fee tem Type: Q

Business Units page (2 of 2)

Note. Most of the fields on the SF Institution Set - Business Units page are specific to each business unit in
the institution set, not to the institution set as awhole. If you have multiple business units associated with the
institution set, be sure to insert arow and enter the information on the SF Institution Set - Business Units page
for each business unit. Also, if you have more than one business unit associated with your ingtitution set, you
must enter a priority ranking for each (see below). The exceptions to this are the service impact and service
indicator codes, which are institution-set-specific, not business-unit-specific.

To control what charges the student can pay towards in self service, you must ensure that the item type
contains the correct charge priority list. The charge priority list that you assign to the eCheck item type can
differ from the credit card item type. In thisway, you can control whether particular charges can be paid by
one payment method versus another. Be sure to specify the correct tender category (eCheck or credit card) on
the item type so that it is available to select here.

Business Unit Enter the business unit that you want to include in this institution set.
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Contact Information

L ocation Code

Contact

Email ID
Telephone

Ext (extension)

Setting Up Student Financials Self Service

Select alocation code to display a remittance address on the Account Summary
and Total Due Charges pages.

Select the ID of theindividual assigned to be the contact person in the event of
web credit card transaction problems.

Enter the email address of the contact person.
Enter the telephone number of the contact person.

Enter the telephone extension of the contact person (if applicable).

Payment Service Impact

Disable Inter net
Payment

Override Daily Limit

Accept Self-Service
Payments

Make a Payment

Credit Card Item Type

eCheck Item Type

Select the negative service impact code that the system uses to disable a
customer's ability to pay on the internet using a credit card. If the student has this
impact on his account, he will be unable to access the Make a Payment page.

Select the positive service impact code that the system uses to enable customers
to bypass the daily limit for credit card payments. If a student has thisimpact on
his account, he will be able to make credit card paymentsin excess of the daily
limit.

Thisisadisplay-only field that shows whether Accept Self Service Payments has
been selected in the General Options setup. This means that web credit-card
payments are authorized for this business unit.

Enter the item type that the system uses for self-service credit card transactions
entered for thisinstitution set.

Note. The payment item type that you select must specify credit card as atender
type.

Enter the item type that the system uses for self-service eCheck transactions
entered for thisinstitution set.

Note. The payment item type that you select must specify electronic check asa
tender type.

See PeopleSoft Enterprise Sudent Financials 9.0 PeopleBook, "Completing
Student Financials General Setup,” Setting Up Item Types and Item Type
Groups.
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Deposit Item Type

Primary Business Unit

Convenience Fee
Account Type

Convenience Fee ltem
Type

Chapter 6
If you accept web credit card payments for admission deposits, select the item
type that is defined for admission deposits.

Select to designate the business unit as the one to which the system assigns
ePayment transaction surcharges.

Note. Y ou can designate only one business unit per institution set as the primary
business unit.

If you charge a convenience fee on credit card transactions, select the account to
which the system posts charges resulting from a credit card transaction
convenience fee.

Note. If you charge a convenience fee, the payment item type used for credit card
transactions must include the account type of your convenience fee item type on
the account type page.

See PeopleSoft Enterprise Student Financials 9.0 PeopleBook, "Completing
Student Financials General Setup," Setting Up Item Types and Item Type
Groups.

If you charge a convenience fee on credit card transactions, select the item type
that the system uses when posting charges resulting from a credit card transaction
convenience fee.

Note. If you are charging a convenience fee, the item type specified here must be
included in one of the Allowable Charges tree nodes in the charge priority list
used by the credit-card payment item type. This charge priority list is specified
on the item type miscellaneous page.

See PeopleSoft Enterprise Student Financials 9.0 PeopleBook, "Completing
Student Financials General Setup," Setting Up Item Types and Item Type
Groups.

Excess Payment Account Select the account to which the system posts credit card payments in excess of

Excess Payment
Description

Payment Reversal

Service Indicator CD

customer balances. If it is different , this selection overrides the excess payment
account that you select in the Posting Setup 1 page of the SF Business Unit
component (BUSINESS _UNIT_SF).

Enter the label that you want to display for excess payments. This description
overrides the description of the item type for credit-card payment and appears on
the Allocate Payment page in the Future Charges section.

Select the negative service indicator code that the system attaches to student
records when transaction authorizations fail and payments are reversed.
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Miscellaneous Fees

This setup alows different payment item types and convenience fee item types to be used as opposed to the
regular Make a Payment item types

Credit Card Item Type Enter theitem type that the system uses for self-service credit card transactions
entered for thisinstitution set for paying for miscellaneous purchases.

Note. The payment item type that you select must specify credit card as a tender
type.

eCheck Item Type Enter the item type that the system uses for self-service eCheck transactions
entered for this institution set to pay for miscellaneous purchases.

Note. The payment item type that you select must specify electronic check asa
tender type.

See PeopleSoft Enterprise Student Financials 9.0 PeopleBook, "Completing
Student Financials General Setup," Setting Up Item Types and Item Type

Groups.
Convenience Fee If you are charging a convenience fee on credit card transactions for
Account Type miscellaneous purchases, select the account to which the system posts charges

resulting from a credit-card transaction convenience fee.

Note. If you are charging a convenience fee, the payment item type used for
credit card transactions must include the account type of your convenience fee
item type on the account type page.

See PeopleSoft Enterprise Student Financials 9.0 PeopleBook, "Completing
Student Financials General Setup,” Setting Up Item Types and Item Type
Groups.

Convenience Feeltem  If you are charging a convenience fee on credit card transactions, select the item
Type type that the system uses when posting charges resulting from a credit card
transaction convenience fee.

Note. If you are charging a convenience fee, the item type specified here must be
included in one of the Allowable Charges tree nodes in the charge priority list
used by the credit card payment item type. This charge priority list is specified on
the item type miscellaneous page.

See PeopleSoft Enterprise Student Financials 9.0 PeopleBook, "Completing
Student Financials General Setup," Setting Up Item Types and Item Type
Groups.

Setting Up Self-Service Options

This section discusses how to define business unit |abels.
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Chapter 6

Page Name

Definition Name

Navigation

Usage

SF Self Service Options

SS_SF_OPTIONS

Set Up SACR, Common
Definitions, Self Service,
Student Financials, SF Self
Service Options

Define business unit 1abels
for self-service payment
pages. The valuesthat you
enter here are used in the

View By drop-down list
boxes and in grids on self-
service pages.

Defining Business Unit Labels

Access the SF Self Service Options page (Set Up SACR, Common Definitions, Self Service, Student
Financials, SF Self Service Options).

SF Self-Service Options

Business Unit: FaUMNY  PeopleSoft University Bursar

Alternatmve Text

Business Unit Label: F3S University

SF Self Service Options page

Enter the label that appears on all self-service pages that reference the business
unit: table headings, filters, column headings, and so on.

Business Unit L abel

Setting Up Miscellaneous Fees

Miscellaneous fees are charges that are separate from tuition that can be selected and paid for in one
transaction. Students can select and purchase items or services, for example, parking or a health plan, in Self
Service. The user does not need to be a student (especially for nonterm-based fees).

This section discusses how to:
»  Set up apurchase category.
»  Set up purchase items.

» Enable salf-service miscellaneous purchases.
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Pages Used to Set Up Miscellaneous Fees
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Page Name Definition Name

Navigation

Usage

Purchase Category SSF_PUR_CATEGORY

Set Up SACR, Common
Definitions, Self Service,
Student Financials,
Purchase Category

Set up a purchase category.

Purchase Items SSF_PUR_ITEM_TBL

Set Up SACR, Common
Definitions, Self Service,
Student Financials,
Purchase Items

Set up fee structure for
purchase of miscellaneous
items.

Setting Up a Purchase Category

Access the Purchase Category page (Set Up SACR, Common Definitions, Self Service, Student Financials,

Purchase Category).

Purchase Category

Business Unit; PSLIMY Puchase Category: HLTHIMSHM
*Description: Health Care Insurance
Long Description: Health Care Insurance ﬂ
=
Purchase Category page
Setting Up Purchase Items
Access the Purchase Items page (Set Up SACR, Common Definitions, Self Service, Student Financials,
Purchase Items).
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Purchase Items

Business Unit: PEUNY Purchase tem Code: HPLMNA

*Description: Health Plan &

Long Description: How The Plan Works: ﬂ
You may visit any doctor or hospital, You receive a higher level of benefits when you use PPO
Thniro Pl avovidare Yo ara rachnnncikla for oncorins all nravidare ara in tho nobenels ﬂ

*Satup for: | students ho Match Attributes = |

Find | view a1l First [ 1 012 I Last

*Effective Date: 0140112006 [51] *Status: [Active - =]
*Expiration Date: 1213172006 [=) Term 0570 S 2006 Fall
*Pychase Category: HLTHIMNSN  C Health Care Insurance

*Account Type: OTH @ Other Fees

*ftem Type: 200000000003 G Health Fees

Amount: 22800 UsD

Student Attributes Find | g & First (4] 1 o 1 [F] Last
Academic Career: | Graduate | =
Primary Prog: W L Finance
Campus: !MQ YWalnut Creek Campus
Academic Load: | Enrolled Full-Time j
Turtion Group WQ Graduate Student

Purchase Items page

Description Enter a description of the purchase item. Thiswill appear in the self-service
component for available items.

Long Description Enter amore detailed description of the purchase item. In the Purchase
Miscellaneous Items self-service component (SSF_SS MISC PUR), thelong
description appears when you click the link of the available item.
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Setup for

Fee Set Up

Effective Date

Status

Expiration Date

Term

Pur chase Category
Account Type
Item Type

Amount

Setting Up Student Financials Self Service

Select from the following list of values to determine what population can view
miscellaneous items for purchase on self service.

« All Term Activated Students: The term is available.

» All Users: Thefeeisset up for all users, regardless of student status. student
attributes and student groups are not available.

»  Sudent Groups: Any ID placed in agroup will see this charge on self
service.

Theitem is set up only for members of a student group, for example, honors
students, veterans, and so on.

Items that are set up with this attribute appear only as available items for
purchase for student IDs that have been added to the student group.

«  Students Who Match Attributes: The student must have arecord in
STDNT_CAR_TERM. The Term field in level one isavailable. The Student
Groupsfield is not available for entry. Fees that are set up with this attribute
will appear only to students matching the attributes in the Student Attributes
area.

The start date. Prior to this date, theitem is not eligible for selection in self
service.

Active or Inactive.

The end date. Theitem is not available for selection using self service after this
date.

Appears only for Students Who Match Attributes and All Term Activated
Student selections.

Thislimits the item to a specific term and is used in conjunction with the
effective date and expiration date that do not fall into the start and end dates of
the term. For fees that have overlapping effective and expiration date ranges, for
example, supplemental health insurance, you can add multiple terms to cover the
item for purchase.

Select a purchase category.
Useto classify the charge item type.
Define an item type for the charge.

Enter the amount to be charged for the item.
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Student Attributes

The Student Attributes group box does not appear if the institution selects All Term Activated Students or All
Usersin the Setup for field on this page.

If Student Group is selected in the Setup for field on this page, the Student Group field appears. Select a
student group.

If Students Who Match Attributesis selected in the Setup for field on this page, select avaue for each of the
following fields:

« Academic Career

« Primary Prog (primary program)
+ Campus

« Academic Load

« Tuition Group

Enabling Self-Service Miscellaneous Purchases

66

To enabl e self-service miscellaneous purchases, select the Accept Miscellaneous Purchases check box on the
Institution Set page. This check box controls whether the Accept Miscellaneous Purchases option appearsin
the other financial drop-down list box in Student Center and whether the link appears at the bottom of the
Account Inquiry page.

See Chapter 6, "Setting Up Student Financials Self Service," Setting Up Institution Sets, page 38.

See Chapter 6, "Setting Up Student Financials Self Service," Pages Used to Set Up Institution Sets, page 39.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.



Chapter 7

Setting Up Financial Aid Self-Service

This chapter provides an overview of PeopleSoft Campus Self Service for financial aid and discusses how to:

Set up self-service inquiry options.

Set up reporting of external awards.

Set up self-service awarding options.

Set up FE FAN view and print options.

Set up lender selection.

Set up loan counseling.

Set up self-service actions and access in packaging.
Modify self-service loan status descriptions.

Create user-defined text.

Understanding Campus Self Service for Financial Aid

Financial Aid self service enables studentsto view financial aid information and take necessary action.
Students can report awards they earned from sources external to the financial aid office. They can accept,
decline, and reduce award amounts and then print the Financial Award Notification (FAN). After accepting
an award, a student can select alender to secure the loan and then fulfill loan counseling requirements.
Students can also request a change to their financial aid, cancel their aid, or request a meeting through the
Request Counselor Action feature.

Students can view asummary of and detailed information about their financial aid for a specific aid year,
which includes:

Estimated financial aid budget, expected family contribution, estimated need, total aid, and remaining
need.

Type of award and the offered and accepted amount for each term within the aid year.

Loan application status, loan amount, loan fee, net amount, scheduled disbursement data, and lender
information.
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Setting Up Self-Service Inquiry Options

To set up self-service options, use the Self Service Options component (SS_FA_INSTALL).

This section discusses how to define self-service options.

Page Used to Set Up Self-Service Inquiry Options

Page Name Definition Name Navigation Usage

Inquiry Options SS FA_INSTALL Set Up SACR, Common Define self-service options.
Definitions, Self Service, Set up information that you
Financia Aid, Sdlf Service | want available for students
Options, Inquiry Options to view.

Defining Self-Service Options

Access the Inquiry Options page (Set Up SACR, Common Definitions, Self Service, Financial Aid, Self
Service Options, Inquiry Options).

Inquiry Options Awarding Options Loan Options

Institution: PSUNY  Aid Year: 2008 Copy Self-Senice Options |

Display Data
Allow Access Award Detail [lcanceled Awards [] Award Notification

Remaining Need Dechned Awards

‘\fiew Data By: | Awvard Period " | ‘Need Methodology: | Federal I |
‘Summary Link: | Summary Fage w |

Alternate Text Sort Order
‘Summary Link Label: |Financia| Aid Summary *Award Period: | Acadernic Year Firs |
‘Academic Year Award Period: |Academic fear ‘Term: | Ascending bt |
‘Non-Standard Award Period: |Summer Term *Award: | Ascending bt |
View Award Notification |

Inquiry Options page

Use this page to define financial aid elements that students can view online.
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Display Data

Allow Access

Award Detail

Remaining Need

Canceled Awards

Award Notification

Declined Awards

View Data By

Summary Link

Setting Up Financial Aid Self-Service

Select to allow students to view and make decisions about their awards for your
institution and aid year in self service. If you clear the check box, students cannot
access the self-service inquiry and award package pages for the corresponding
year. For example, if the awards are in transition or not ready for viewing, you
can clear the check box to prevent all students from viewing their awards.

Note. Use the Inquiry Access check box and the Award Accessfield on the
Financial Aid Status page to set access at the individual student level. If you clear
the Inquiry Access check box, the student cannot access the inquiry pages.
However, if you select the Inquiry Access check box and also select the Allow
Access check box on the Self Service Options page, the student can access the
inquiry pages. Similarly, if you set the Award Access field to Allowed and select
the Allow Access check box on the Inquiry Options page, the student can access
the self-service award pages. The administrative user can set these fields in batch.

Select to display the Financial Aid Award Summary page. If you clear the check
box, the student sees the Financial Aid - Self Service Links page.

Select to display the student's remaining need on the Financial Aid - Financial
Aid Eligibility page.

If you select this check box and the student has a canceled award, the system
activates the View Canceled Awards link on the Financial Aid - Award Summary

page.

Select to display the FE Award Notification PDF link on the student's Financial
Aid -Award Summary page and Financial Aid -Award Package page.

If you select this check box and the student has a declined award, the system
activates the View Declined Awards link on the Financial Aid - Award Summary

page.
Select from:

Aid Year: Displaysthe entire aid year across award periods.

Award Period: Displays aid year information by the award period for academic
and nonstandard periods.

Provides access to view estimated financial aid budget, expected family
contribution, estimated need, total aid, remaining need, or user-defined text.

Select from:
COA Detail Only: Displays estimated financial aid budget detail.
Do Not Show Link: Does not display link.

Summary Page: Displays the Financial Aid - Financial Aid Eligibility page.
Students can view estimated financial aid budget, expected family contribution,
estimated need, total aid, remaining need, and user-defined text.

User-defined Page: Displays user-defined text.
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Need Methodology

Alternate Text

Summary Link Label

Academic Year Award
Period

Non-Standard Award
Period

View Award Notification

Chapter 7

Select from:

Federal: Displays estimated financial aid budget and expected family
contribution (EFC) values based on federal methodology.

Institutional: Displays estimated financial aid budget and EFC values based on
institutional methodology.

Enter aname for thislink. The text that you enter here is the name of the link that
appears on the Financial Aid - Award Summary page and the title of the
Financial Aid - Aid Y ear Summary page.

Enter text such as Academic Year 2005. The system displays this text when
referring to this specific award period on self-service pages such as the Financia
Aid - Award Summary and Financial Aid - Expected Family Contribution pages.

Enter text such as Summer. The system displays this text when referring to this
specific award period on self-service pages such as the Financial Aid - Expected
Family Contribution page.

Enter aname for the link on the Financia Aid - Award Summary and Financial
Aid - Award Summary pages. Thislink enables students to view and print their
award letter and notification.
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Sort Order

Award Period

Term

Award

Copy Self Service
Options

Setting Up Financial Aid Self-Service

Note. The system displaysthisfield only if you set the View Data By field to
Award Period.

Select from:

Academic Year First: Displays academic year datafirst and then nonstandard
period data.

Earliest Period First: Displays the award period into which the student's earliest
term falls. For example, if a student has awards for both Summer 2004
(nonstandard) and Fall 2004 (academic year), and these terms are part of the
same aid year, then the nonstandard period is displayed first.

Latest Period First: Displaysthe award period into which the student's most
recent term falls. For example, if a student has awards for both Summer 2004
(nonstandard period) and Fall 2004 (academic year), and these terms are part of
the same aid year, then the academic year period is displayed first.

Non-standard Period First: Displays the nonstandard period first.

Note. If the student has awardsin only one award period, the system displays
whichever award period contains awards. If the student has awards in both
periods, the system uses the Award Period sorting option to determine which
period to display first.

Select from:

Ascending: Sorts from lowest term ID to highest and therefore displays the most
recent term last.

Descending: Sorts from highest term ID to lowest and therefore displays the
most recent term first.

The system sorts awards by item type. Select from the following financial-aid
item type sequence:

Ascending: 9..100 first, 9..322 last.
Descending: 9..322first, 9..100 last.

Click to copy financial aid self-service options from thisinstitution and aid year
to another.

Setting Up Reporting of External Awards

This section discusses how to:

» Display external award reporting on self-service pages.

» Enable student access to reporting of external awards.
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Pages Used to Set Up Reporting of External Awards
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Page Name Definition Name Navigation Usage
Awarding Options SS_FA_INSTALL2 Set Up SACR, Common Enable student access from
Definitions, Self Service, the Award Inquiry page or
Financia Aid, Self Service | the Accept/Decline pages.
Options, Awarding Options | Optionally add instructional
text for reporting or
viewing.
Packaging Status Summary | STDNT_AID_PACKAGE Financia Aid, View Set access to Externa
Packaging Status Summary, | Award reporting on student
Packaging Status Summary | self-service pages.

Displaying External Award Reporting on Self-Service Pages

Access the Awarding Options page (Set Up SACR, Common Definitions, Self Service, Financial Aid, Self
Service Options, Awarding Options).

Inquiry Options

Awarding Options Loan Options

Institution: PSUMY  PeopleSoft University RidYear: Financial Aid Year 2007 - 2008

Self Service Award Processing

Access Criteria

Operator Value
LIFA Application Status | v | | “ | ) )
Processing Option
[ IProcessing Status | v | | v | O Bateh
LIFED Verification Process | v | | v | ® Real time
LTINST Verification Process | v | | w |
[satisfactory Academic Progress | v| | v|
] Award Notifcation Complete I—V| Category Context Letter
N~ [ a [ a

Consumer Infermation URL |http:mw.-w.ed.gnwstudentsflanding.jhtml?src:pn

Entrance Interview URL |hﬂp:f!\fuww.salliemae.cnmi

External Award Reporting

\Report Other Financial Aid

[N Access from Award Inquiry Alternate Text for Reporting

[JAaccess from AcceptDecline

Alternate Text for List View |Aid from Other Sources

Awarding Options page
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External Award Reporting

Access from Award Select to display alink to the Report Aid from Other Source component on the
Inquiry students' Award Inquiry Self Service pages.

Access from Select to display alink to the Report Aid from Other Source component on the
Accept/Decline students' Accept Award and Decline Award Self Service pages.

Alternate Text for Enter text that will be used as the link from the Award Inquiry and

Reporting Accept/Decline page.

Alternate Text for List  Enter text to use as the page title for a student to report aid from an external
View source.

Enabling Student Access to Reporting of External Awards

Access the Packaging Status Summary page (Financial Aid, View Packaging Status Summary, Packaging
Status Summary).
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Packaging Status Summary
Bonnie Gilly Dz FAEA1DZ0
]
Ald Year: 2007 Financial Aid Year 2006 - 2007 Institution: FEUMY M
EFC Status: Cfficial TERM [SIE Information Database Matches  Meed Surmmary  PELL  PELL Calculation Override
Counselor: Q
Academic Career: UGRD Q ndergraduate
Aid Processing Status: I’Q‘pp”'?'j j

Aid Application Status: IAC”“E :" “Satisfactony Academic Progress: I Undetrmine :l' SAP Details
Review Status: I Incomplete :" Disbursement Hold: I :I'

INST Verification Status: I Mon Select :“' Loan Entrance Interview Status: I :l'

Verification Flag: I Reguired :" Exit Interview: I :l'

Verification Status: I Mot Select ]'

Scholarship Status: I Mot Eval "I Award Motification
*Ajd Packaging Method: | Mot Pkgd :l'

Packaging Plan ID:

Q
Q

Award Access: IAIInwed vl

Repackaging Plan ID:

Aggregate Source: I Default "l ¥ Inquiry Access

Aggregate Used: ¥ External Award Access

Packaging Status Summary page

For each student, set the access to External Award reporting.

Self Service
Award Access Select from Allowed, Denied, and Use Filter.
Inquiry Access Select to enable student access to award information.

External Award Access Select to enable student access to the External Award reporting component.

Setting Up Self-Service Awarding Options

74

To set up self-service awarding options, use the Self Service Options component (SS_FA _INSTALL).

This section discusses how to set up self-service awarding.
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Page Used to Set Up Self-Service Awarding Options

Page Name Definition Name Navigation Usage

Awarding Options SS FA_INSTALL?Z Set Up SACR, Common Definefilter options for
Definitions, Self Service, self-service awarding access
Financial Aid, Self Service | criteria. Set up processing
Options, Awarding Options | options and Consumer and
Entrance Interview URLS.
Also, define the
authentication method and
number of required
references for the Perkins
eMPN.

Setting Up Self-Service Awarding Options

This section discusses how to define access criteria, the different processing options, and the site-definable
URLSsfor self-service awarding.

Access the Awarding Options page (Set Up SACR, Common Definitions, Self Service, Financia Aid, Self
Service Options, Awarding Options).

Inquirg Options Awarding Options Loan Options

Institution: PSUMNY  PeopleSoft University AidYear: Financial Aid Year 2006 - 2007

Self Service Award Processing

Access Criteria:

QOperator Yalue
I FA application Status equaltc =] |Active -
PR I . J I J Processing Option:
[ Processing Status | equal to j | Package j  Batch
" FED Verification Process | =l =l T
I INST Verification Process | =l =l
I" Satisfactory Academic Progress  |notequal  v| [MotMest x|
™ Award Notifcation Complete I 'I Category Context Letter
avaRD S [FANDT QL [FAN QL
Consumer Information URL hittpe e ed. govistudentsilanding jhtml?sre=pn
Entrance Interview URL hittp fwanne salliemae.coms
External Award Reporting
[ Access from Award Inguiry Alternate Text for Reporting Report Cther Financial Aid
I Access from Accept/Decline Alternate Text for List View #id from Other Sources

Awarding Options page
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Self Service Award Processing

One way to control when a student gains access to the self-service awarding page is through the use of
filtering. If you do not select the check box, then the system does not consider it as part of the access criteria.

Access Criteria

When setting a value for an access criteria, select an operator of either equal to or not equal.

FA Application Status

(Financial Aid application

status)

Value

Processing Status

Value
FED Verification

Process (federal
verification process)

Value

INST Verification
Process

Value

Satisfactory Academic
Progress

Value

Award Notification
Complete

Category

Select to allow self-service awarding access based on the student having an
active financial aid application.

Select Active,Canceled, or Restricted.

Select to allow self-service awarding access based on the student's processing
status.

Select Applied,Completed,No App Rcd,Package, or Review.

Select to allow self-service awarding access based on the student's federal
verification status.

Select Complete,Not Reqd,Pending, or Required.

Select to allow self-service awarding access based on the student's institutional
verification status.

Select Complete or Incompl ete.

Select to allow self-service awarding access based on the student having met
your institution's criteria for satisfactory academic progress.

Select Meets SAP,Not Meet,Probation, or Undetrmine.

Select to allow self-service awarding access based on whether a financial-aid
award notification letter has been generated for the student.

Select an option:

Appeal: FA Appeals

Award: Financial Aid Award Notification
SAT: Satisfactory Academic Progress Letters
SCHLRS: Scholarship Communications
VERF: Verification Processing
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Context Select atype of communication. The system uses the same criteriawhen
generating the FAN letter.

L etter Select atype of communication. The system uses the same criteriawhen
generating the FAN letter.

Note. Y ou use these criteria options in conjunction with the Use Filter award access option on the Packaging
Status Summary page.

Processing Option This option controls whether students' decisions regarding their awards will be
processed in real time or in batch. If you select the default value of Batch, the
system loads the current award package from the real tablesto a staging table. It
saves the student's activity to the staging table when the student submits an award
acknowledgment. The system sets the student's transaction to Pending Update
and records the current date and time. When you run the batch process, the
system selects all transactions with a Pending Update status for processing. For
each student selected, aslong as the financial aid package has not been revised
since the student submitted the award acknowledgment, the system checks each
award in the student's package for any changes. It evaluates changed awards to
ensure that award amounts and disbursement balances are correct and reductions
do not fall below minimum amounts. The system processes all other awardsin
passive mode. After the batch validation process has finished and if no errors
were found, the system posts the data to the student's real award tablesin the
database.

If you select Real time, the system loads the current award package from the real
award tables to a staging table. It saves the student's activity to the staging table
when the student submits an award acknowledgment. The system evaluates the
award activity and the resulting changes as it does in batch mode. The process
verifies the Accept or Decline amount, and for award reductions, recalcul ates the
scheduled disbursements. When al of the awards in the student's package are
processed and if no errors were found, the system posts the data to the student's
real award tables in the database.

Note. Unlike administrative packaging for which the packaging routine performs
extensive edits to ensure the validity of an award, in self-service the system
processes awards in passive mode and does not perform any federal edits or
evaluate the student for eligibility or need criteria. The system performs a subset
of edits on any award that is being reduced. Also, the system adjusts an award
that has been reduced below minimum amounts established for the system.

Consumer Information If you complete thisfield, the system displays alink in self-service awarding. If

URL you leave thisfield blank, the system does not display alink. Enter your
institution's student information site. This site may reflect awarding rights and
responsibilities such as statement of educational purpose, truth-in-lending
content, or other financial aid information.
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Entrance Interview URL Enter your institution's entrance and exit interview site to display alink in self-
service awarding. If you leave this blank, the system does not display alink. If
you use Self Service Loan Counseling and enter entrance and exit interview
URLs on the Loan Counseling page, leave thisfield blank, or both URLs will

appear.

External Award Reporting

Accessfrom Award Select to display alink on the students' Award Inquiry Self Service pages.

Inquiry

Select to display alink on the students' Accept Award and Decline Award Self
Service pages.

Access from
Accept/Decline
Alternate Text for Enter instructions to the student that varies from the default text.
Reporting

Alternate Text for List  Enter instructions to the student that varies from the default text.

View

Setting Up FE FAN View and Print Options

Students can view and print their Forms Engine (FE) financial aid notification letter (FANLTR) in self-
service if you display the links on their Award Summary and Award Package pages.

Prerequisites

Before a student can print an FE FAN letter from Self Service, either GhostView or Adobe Distiller must be
installed to format the PDF.

Pages Used to Set Up FE FAN View and Print Options

Page Name

Definition Name

Navigation

Usage

FE Award Notification
Defaults

FANLTR_DEFAULTS

Financial Aid, Awards,
Notification Letter, Award
Notification Defaults

Ensure that the Display NID
check box is not selected to
avoid printing U.S. students
Social Security Numbers on
their FAN letters. Select the
Print Cancels and Print
Declines check boxes to
show linksto canceled or
declined awards.
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Page Name Definition Name Navigation Usage
Inquiry Options SS FA_INSTALL Set Up SACR, Common Select the Award
Definitions, Self Service, Notification check box in
Financia Aid, Self Service | the Display Data group box
Options, Inquiry Options to display the FE Award
Notification PDF link on
the students' Award
Summary and Award Detail
pages. Enter a name for the
link to the FE Award
Notification PDF processin
the View Award
Notification field in the
Alternate Text group box.
FA Item Type 3 ITEM_TYPE_ FA_3 Set Up SACR, Product Select Print from the Print
Related, Financial Aid, L etter Option drop-down
Awards, Financial Aid Item | list box.
Types, FA Item Type 3

Setting Up Lender Selection

To set up lender selection for the student, activate the display on the Loan Options page and ensure that the
preferred lenders are set up. Y ou might have set up lenders while processing FFELP loans.

This section discusses how to:
» Display lender selection.
+ Define self-service lenders.

See Also

PeopleSoft Enterprise Financial Aid 9.0 PeopleBook, " Setting Up Common Record CommonLine (CRC),"

Setting Up Loan Origination for CRC

PeopleSoft Enterprise Financial Aid 9.0 PeopleBook, " Setting Up CommonLine 4 Loans," Setting Up Loan

Participants

Pages Used to Set Up Lender Selection

Page Name Definition Name Navigation Usage
Loan Options SS FA_INSTALL3 Set Up SACR, Common Set lender selection to
Definitions, Self Service, appear on the student self-
Financial Aid, Self Service | service page.
Options, Loan Options
Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved. 79




Setting Up Financial Aid Self-Service Chapter 7

Page Name Definition Name Navigation Usage
Identify Self Service SFA_LNDR_SELECT_SU Setup SACR, Product Select the preferred lender
Lenders Related, Financial Aid, for each loan type.
Loans, Identify Self Service
Lenders
Create CRC Loan SFA_CRC_DEST_ID Setup SACR, Product | dentify the lenders for
Participants Related, Financial Aid, Common Line loans.
Loans, CR Common Line,
Create CRC Loan
Participants
Maintain Lender Codes LENDER_LOAD_MAINT Setup SACR, Product | dentify the lendersfor CL4
Related, Financial Aid, loans.
Loans, Common Line 4,
Maintain Lender Codes

Displaying Lender Selection

Access the Loan Options page (Set Up SACR, Common Definitions, Self Service, Financia Aid, Self Service
Options, Loan Options).

Inguiry Options Awearding Options Loan Options
Institution:  PSUNY  PeopleSoft University RidYear: Financial Aid Year 2008 - 2008
FFELP Lender Section Setup

¥ Display Lender Selection Lender Sort Option: | Random b |

Entrance/Exit Counseling Setup

il Display Entrance Interview URL
] pisplay Exit Interview URL

General Loan Information

Default Loan Contact URL: |http:mwm.nchelp.nrgf

Perkins Master Promissory Note

Authentication Method: | Mo Althentication W Additional References:

Loan Options page
FFELP Lender Section Setup

Display L ender Select x to display the lender selection on the students' self-service pages.
Selection
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Lender Sort Option If you selected the Display Lender Selection check box, select Random or
Sequence Number to control how the lender list is displayed in self-service:

Random (default) results in the lenders being displayed in a different random
order each time the student accesses the Lender Selection page.

Sequence Number resultsin lenders being displayed based on the sequence
number that was assigned to each lender on the Identify Self-Service Lenders

page.

Entrance Exit Counseling Setup

Display Entrance To activate an entrance interview link for loan counseling, select this check box.
Interview URL The URL is defined on the Loan Counseling page.

Display Exit Interview  To activate an exit interview link for loan counseling, select this check box. The
URL URL is defined on the Loan Counseling page.

General Loan Information

Enter a URL to enable students to access more detailed loan information. This URL can link studentsto an
already existing intranet loan page or to an external loan servicer for which you have established a
relationship. Thislink is available only if the loan has been originated in the system. The URL appears on the
Financial Aid - Loan Application Information page.

Perkins Master Promissory Note

Use these options to support your eMPN processes and dynamically adjust the Self-Service page components
within the eMPN process.

Authentication Method Indicate the verification method for authenticating a student for eMPN. If you
select Birthdate,Personal Identification Number, or National 1D Number,
students must enter the required information to authenticate and continue with
the eMPN process. If you select No Authentication, the system does not prompt
for authentication information.

Y ou define a student's birth date, national ID number, and PIN in Campus
Community. The system always uses the student's primary national 1D number
for authentication purposes.

Additional References  Indicate the number of required references (O, 1, 2, or 3) in addition to the
required two references collected to complete the eMPN.

Defining Self-Service Lenders

Access the Identify Self Service Lenders page (Setup SACR, Product Related, Financial Aid, Loans, Identify
Self Service Lenders).
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Identify Self Service Lenders

Institution: FSLMNY AldYear: 2002
Eind | “ieww All Firzt E 1of 1 E Lazt
Loan Type: |STAF QL FFEL Stafford - Sems =]
Guarantor OPEID: 706 | BranchID: 0000 @ California Student Aid Commiss
Loan Information Find  First [ (] st
’7 Lender OPEID [Branch Il |Lender Hame w Branch ID |Guarantor Name Seguence ’7’7
1|aonzse Gy (0000 Q) 1stNatl Bank [ al & [ ] =]
2 [aon7an Cy (0000 QL Bank of America 666  C [00on QL Frivate Guarantor [ ] =
3lanzioz Q0000 QL Jewett Gity Trust Go. [ a] & [ ] =]

Identify Self Service Lenders page

Use this page to set up self-service lender lists and associated guarantors for each loan type. This information
appears for the student in Self Service only if the Display Lender Selection option is selected on the Loan
Options page and the student has been awarded a loan associated with any loan type set up on this page.

The Guarantor values defined on this page are used in combination with the lender selected by the student to
derive the correct |oan destination during the Loan Origination process.

Y ou can set up adefault guarantor in the Loan Type area, define specific guarantors for each lender in the
Loan Information area, or both on this page. When the student selects alender in Self Service, the system first
attempts to use the guarantor value associated with the specific lender in the Loan Information area, and if no
value exists, it looks for a guarantor value at the Loan Type level. If aguarantor value is not found, a
guarantor is not attached to the student's lender selection record, which can result in no loan destination being
found during the Loan Origination process.

To ensure that the Loan Origination program determines the correct CommonLine version and loan
destination for each loan, you must set up CommonLine version 4 (CL4) loan destinations, Common Record
CommonLine (CRC) loan destinations, or both that match the lender and guarantor combinations on this

page.

Note. The Lender OPEID value is the only one seen by the student in Self Service. The Lender Branch ID,
Guarantor OPEID, and Guarantor Branch ID values are transparent to the student when selecting alender.

Loan Type
Loan Type Select from the drop-down list box to identify each loan type for which you allow
a student to select alender through Self Service.
Guarantor OPEID Enter a guarantor OPEID as a default value for a specific loan type. The default
(gurantor office of guarantor value entered here will be attached to the student's lender selection
postsecondary education  record only if the Guarantor OPEID field within the Loan Information areais left
identifier) blank for the lender selected.
The valuesin the lookup list are from the CRC participant setup.
Branch ID Required if the Guarantor OPEID field is populated. Enter abranch ID that is

associated with the guarantor.
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Loan Information

Lender OPEID (lender
office of postsecondary
education identifier)

Branch ID

Guarantor OPEID
(gurantor office of
postsecondary education
identifier)

Branch ID

Sequence

Setting Up Financial Aid Self-Service

Enter the lender OPEID that will be available to the student for this loan type.
The valuesin the lookup list are from the CRC participant setup.

Required if the Lender OPEID field is popul ated. Enter the branch ID that is
associated with the lender.

(Optional) Enter aguarantor at this level to indicate a specific guarantor for the
lender. If the student selects the associated lender, the guarantor entered here will
be attached to the student's lender selection record. The valuesin the lookup list
are from the CRC participant setup.

If you do not enter a guarantor here, the system will check for a default guarantor
in the Loan Type area.

Required if the Guarantor OPEID field is popul ated. Enter a branch ID that is
associated with the guarantor.

If Sequence Number is selected in the Lender Sort Option field on the Loan
Options page, use thisfield to display the lenders to the student. to the student.

If no sequence numbers are identified, the system will order the list by lender
OPEID.

Setting Up Loan Counseling

L oan counseling can be handled by the administrator or in Self Service by the student. When the student
completes loan counseling for an award defined as requiring an entrance interview on the Indicators page, the

|oan can be disbursed.

This section discusses how to:

» Select the self-service mode for loan counseling.

» Control the display of loan counseling links.

» Defineloan counseling types.

»  Specify loan counseling links and attributes.

» Load Direct Loan batch files for loan counseling.

See Also: PeopleSoft Enterprise Financial Aid 9.0 PeopleBook, Setting Up Disbursement Rules
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Page Name

Definition Name

Navigation

Usage

Financial Aid Defaults

INSTALLATION_FA

Set Up SACR, Install,
Financial Aid Installation,
Financial Aid Defaults

Select the Self Service
mode for loan counseling.

Loan Options

SS FA_INSTALL3

Set Up SACR, Common
Definitions, Self Service,
Financia Aid, Self Service
Options, Loan Options

Control the display of
entrance interview links and
exit interview links on the
students' self-service pages.

Define Loan Type

SFA_LN_CNSL_XREF

Set Up SACR, Product
Related, Financial Aid,
Loans, Define Loan
Counseling Options, Define
Loan Type

Define loan-counseling
reguirements by loan type.
Only loan codes that are
defined to the federal
Stafford loan type are
updated withe entrance or
exit data from the respective
DL message classfiles,
DECFXXOP or
DLFFXXOP.

Loan Counseling

SFA_LN_CNSL_SETUP

Set Up SACR, Product
Related, Financial Aid,
Loans, Define Loan
Counseling Options, Loan
Counseling

Define the entrance and exit
interview URLs and
associated attributes.

Awarding Options

SS FA_INSTALL2

Set Up SACR, Common
Definitions, Self Service,
Financia Aid, Self Service
Options, Awarding Options

Remove the Entrance
Interview URL that is used
when [oan counseling isin
Administrative mode. The
URL defined on the
Awarding Options pageis
the Entrance Interview
Information link on the
students' Award Package
page when loan counseling
is handled by the
administrator rather than the
student.

Loan Counseling
Search/Match Parameters

SFA_LN_SRCHMCH

Setup SACR, Product
Related, Financial Aid,
Loans, Set DL Loan
Counseling Search Match

Define search and match
criteriafor use when
loading DECFXXOP or
DLFFXXOP datafiles
during the FA Inbound
process. XX represents the
processing aid year.
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Page Name

Definition Name

Navigation

Usage

Entrance/Exit Loan
Counsdling

SFA_LN_CNSL_TBL

e Financia Aid, Loans,
View Loan Counseling
Data, Entrance/Exit
Loan Counseling

e Click theLoan
Counseling Status link
on the Packaging Status
Summary page
(Financia Aid, View
Packaging Status
Summary)

Add and manage loan-
counseling requirements.

Entrance Loan Counseling
Summary

SFA_ENTRANCE_SUMM

Financial Aid, Loans, View
DL Loan Counseling Data
The search record key is
DECFXXOP, where XX is
the processing aid year.

View load data from the
batch load file.

Exit Loan Counseling
Summary

SFA_EXIT_SUMM

Financial Aid, Loans, View
DL Loan Counseling Data.
The search record key is
DLFFXXOP, where XX is
the processing aid year.

View load data from the
batch load file.

Header and Trailer Data

SFA_ON_HDR TRL_SEC

Click the Header and
Trailer Datalink on the
Entrance Loan Counseling
Summary page or the Exit
Loan Counseling Summary

page.

View detailed header and
trailer information from the
batch load file.

Entrance Counseling
Exceptions

SFA_ENT_EXCEP_SEC or
SFA_EXT_EXCEP_SEC

Click the View Exceptions
link on the Entrance Loan
Counseling Summary page
or the Exit Loan Counseling
Summary page.

View details for
transactions that are not
loaded.

Selecting Self-Service Mode for Loan Counseling
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Financial Aid Defaults

. a0 Activation Indicators
Academic Base Weeks: :
a0 ¥ Freshman Loan 30 Day Delay
Non-Standard Base Weeks: ' I Pell Just In Time Institution
INAS Rule Set: [ces Rules ] I FFELP Serial MPH Activation
v ] ]
*Pell Calculation Start: | Enroliment FA Load =l ¥ Audit FATerm Build
*pell Calculation Midterm: I Enrollment FA Load j Background Errors Allowed: 1
*pell Calculation Census: I Enrallment FA Load j Last Packaging Batch Mbr: g
*Pell Number of Terms: 2
GAP item Type: Q
*Packaging Data Source: I Fed Only :I'
*Aggregate Source F3 hd
Inst Application Source; I Frofile :I'
CNAS FM Rule Set: | csL 7
CNAS IM Rule Set: | osL 7]
Last Loan Batch Sequence: 1
Loan Counseling Version I Self Sery :I'
Financial Aid Defaults page
L oan Counseling Select Self Serv. The default is Admin.

Version

Controlling the Display of Loan Counseling Links

Access the Loan Options page (Set Up SACR, Common Definitions, Self Service, Financia Aid, Self Service

Options, Loan Options).

86
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Inguiry Options Awrarding Options Loan Options

Institution: PSUNY  PeopleSoft University Aid Year: Financial Aid Year 2006 - 2007

FFELP Lender Section Setup

[ Display Lender Selection

Entrance/Exit Counseling Setup

¥ Display Entrance Interview URL

¥ Display Exit Interview URL

General Loan Information

Default Loan Contact URL: http:ifwwr.nehielp. orgl

Perkins Master Promissory Hote

Authentication Method: | =] Additional References: | -]

Loan Options page

To activate the display of loan counseling links, select the Display Entrance Interview URL and Display Exit
Interview URL check boxes. If you do not want to display alink at certain times of the year, clear the check

box.

Defining Loan Counseling Types

Use the Define Loan Type page to define types of loan counseling based on similar repayment options,
interest rates, payment schedules, or other borrowing requirements.

Access the Define Loan Type page (Set Up SACR, Product Related, Financial Aid, Loans, Define Loan
Counseling Options, Define Loan Type).
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Define Loan Type Loan Counseling

Institution: FSUMNY FPeopleSoft Univarsity AldYear: 2007
CRanIENIELSEID Find | e 1 First [4] 12 of 2 [+] Last
*Loan Code: |STAF | |Sub and Unsub [=]
*Source: IFederaI "’I Loan Type: I Staffard vI
[=]

*Loan Code: |TERI [TERILoan

S OUTCE: I Frivate i I
Setld tem Type

PSUNY C (900000000351 ©  TERILoan [=]

Define Loan Type page

Loan Code Enter a user-defined name and description for a group of loans that require the
same loan counseling.

Source Select the funding source. If you select Federal, also select the loan type, such as
Stafford, Perkins, or PLUS. If you select Institutnl,Private, or Sate, also select
the set ID and item type.

Specifying Loan Counseling Links and Attributes

Access the Loan Counseling page (Set Up SACR, Product Related, Financial Aid, Loans, Define Loan
Counseling Options, Loan Counseling).
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Loan Counseling

Institution:  PSURY PeopleSoft University Aid Year: 2007

Loan Counseling Setup Fing | e | Fir=t [4] 1.2 of 2 [H] Last

Loan Code: STAF  Sub and Unsuh
Entrance Interview Requirerment

* Multi-Year " Annual

Entrance Counseling URL
|http:mfu'aw.salliemae.mm1

Exit Interview Requirement

¥ Multi-Year " Annual

Exit Counseling URL
|http:mmw.salliemae.mmi

¥ Use Default Exit Date Exit Date Calculation Choice |30

Loan Code: TERI TERILoan
Entrance Interview Requirement

* Multi-Year " Annual

Entrance Counseling URL
|http:IMﬁwx.teri.|:|rgII|:|an-centerIstudents-parentsfrepayment—calculatnr.asp

Exit Interview Regquirement

¥ Multi-Year " Annual

Exit Counseling URL
|http:ﬂ'~mw.teri.|:|rgII|:|an-u:enterIStudents-parentafrepayment—calculatnr.aap

™ Use Default Exit Date Exit Date |05/08/2006 |3

Loan Counseling page

Entrance Interview Requirement

Multi-Y ear Select if aloan-counseling entrance interview isrequired only oncein the
student's career.
Annual Select if aloan-counseling entrance interview is required each year that the

student secures this type of loan.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.

89



Setting Up Financial Aid Self-Service Chapter 7

Exit Interview Requirement

Multi-Y ear Select if aloan-counseling exit interview isrequired only once in the student's
career.
Annual Select if aloan-counseling exit interview is required each year that the student

secures this type of loan.

Use Default Exit Date  This check box determines how you specify the default exit date for activating
your exit interview URL. If this check box is selected, the exit date calculation
choiceisdisplayed. If it is not selected, the exit date is displayed.

Exit Date Calculation Select the number of days from the exit or program completion date to start
Choice displaying the exit interview link to students.

If you select Multi-Year, the system uses the student's graduation date to
calculate the number of days based on the Exit Date Calculation Choice value.
For example, if the valueis 15 and the graduation date is June 30, the link will
appear on June 15.

If you select Annual,, the system uses the last day of the term and subtracts the
value in the Exit Date Calculation Choice check box.

Exit Date Enter or select the calendar date on which to start displaying the exit interview
link.

Loading Direct Loan Batch Files for Loan Counseling

Schools that participate in the Direct Loan program and use Self Service Loan Counseling can load by batch
both the Entrance and Exit Loan Counseling fixed-length data files to update corresponding completion dates.
Supported message classes include:

DECFO070P, 2006-2007: Entrance Counseling Fixed Length.

DLFFO70P, 2006-2007: Exit Counseling Fixed Length.

DECFO080P, 2007-2008: Entrance Counseling Fixed Length.
« DLFF08OP, 2007-2008: Exit Counseling Fixed Length.

Access the Entrance/Exit Loan Counseling page (Financial Aid, Loans, View Loan Counseling Data,
Entrance/Exit Loan Counseling).
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Entrance/Exit Loan Counseling

ID: FADTST Dineron, Sumeal 5
Institution: PeopleSoft University

Fircd First 14 ¥ Last

“Aid Vour_[iLoan Code [Comments [Type [Requrement [Status [oate Completed | |

2007 O PERK O Perking Entrance .v] Annual || Pending :‘".| W [#] [=]
2007 @ STWF  Q Federal Staffor | Entrance |w| | Annual (v | completed [w| 127282005 [ [#] [=]
2007 & TERI O Ter Entrance v| Annual _V]-F‘anding v| = [#] [=]
2008 4 STAF QY Stafford Entrance || [annual [w| | Completed [v| 121282007 (5 [#] =]

Entrance/Exit Loan Counseling page

Use this page to enter entrance or exit loan-counseling requirements. If an entrance loan counseling
requirement is added, then a status of Completed is necessary to disburse the loan. The Disbursement or
Authorization process will assess whether the loan-counseling requirement is annual or multiyear.

Only loan codes defined to the federal Stafford loan type are updated with entrance or exit data from the
respective Direct Loan message class files, DECFXXOP or DLFFXXOP.

Comments Enter any internal counselor notes.

Type Select the type of loan counseling, Entrance or Exit.

Requirement Select the interval for loan counseling, Annual or Multi-Year.

Status Select the status of the loan-counseling requirement. The default statusis

Pending. If the loan-counseling requirement is Entrance, then a status of
Completed is required before the loan is disbursed.

Date Completed For completed requirements, select the date that the requirement was compl eted.
If a student match occurs during the batch load of a Direct Loan counseling file,
thisfield is automatically updated.

Setting Up Self-Service Actions and Access in Packaging

To set up self-service actions and access in packaging, use the Financia Aid Item Types component
(FINANCIAL_AID_ITEM). Use the component interface (FINANCIAL_AID_ITEM_CI) to load the data
into the tables for these component interfaces.

This section discusses how to:

« Define self-service actions in packaging.

» Define self-service access in packaging.

» Change award and inquiry access.
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Pages Used to Set Up Self-Service Actions and Access in Packaging

Page Name Definition Name Navigation Usage
FA Item Type 3 ITEM_TYPE_FA_3 Set Up SACR, Product Set up disbursement
Related, Financial Aid, information and self-service

Awards, Financial Aid Item | action options.
Types, FA Item Type 3

Packaging Status Summary | STDNT_AID_PACKAGE Financia Aid, View Review the student's need,
Packaging Status Summary, | budget, and award or
Packaging Status Summary | change the student's
packaging status. Set the
student's self-service
inquiry and award access.

Self-service Security SFA_RUNCTL_SS_SEC Financial Aid, Awards, Self | Set the award and inquiry
Service Awarding, Assign | access value.

Self Service Access, Sdlf
Service Security

Defining Self-Service Actions in Packaging

Accessthe FA Item Type 3 page (Set Up SACR, Product Related, Financial Aid, Awards, Financial Aid Item
Types, FA Item Type 3).

i 1 | FattemType 3 | 1 1 )
SetlD: PELUIMY
temn Type: 8900000000305 Fed Stid Loan-Unsubsidized
Aid Year: 2005 Financial Aid Year 2004-2005

Award Attributes Find | “igwe Al First [ 4 o 1 [M] Last
Effective Date: 0404800 Status:  Active
Pass Anticipated Aid: I Mone "I Anticip Aid Expiration Days: 30
Dishursement Method: I Stdnt Acct "I Auto Cancel em Type: Q
™ Signature Required [T Manual Authorization ™ Include in Transcript

Print Letter Option: I Print -] = Print as Award ttem  EELIEENER R
Award Letter Print; " Other Resource ¥ Accept ¥ Reduce ¥ Decline
Award Message: Lsue O

FA Item Type 3 page

The system provides flexibility for controlling whether a student can accept and reduce or decline an award.

The Accept,Decline, and Reduce, options are available only if the Print Letter Option field is set to Print.
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Self Service Actions

Accept Select to enable the student to accept a particular award. When you select
Accept, the Reduce and Decline options become available.

Reduce Y ou must select the Accept option and then the Reduce option to enable the
student to reduce a particular award. Clear this option to prevent students from
reducing their awards.

Y ou cannot select the Reduce option if the Federal ID valueis ACG or SMART
onthe FA Item Type 1 page

Decline Select to enable the student to decline a particular award. When a student
declines an award, the system sets the Offered and Accept amount fields to 0.00,
and the student cannot update the amounts.

Note. If you set the Print Letter Option field to Never or blank, the system displays the award on the Financial
Aid - Award Summary page (View My Financial Aid), but not on the Award Package page (Accept/Decline
Financial Aid).

See Also

PeopleSoft Enterprise Financial Aid 9.0 PeopleBook, " Setting Up Disbursement Rules," Defining Item Type
Disbursement Rules

PeopleSoft Enterprise Financial Aid 9.0 PeopleBook, " Setting Up Packaging Basics," Defining Disbursement
and Anticipated Aid

Defining Self-Service Access in Packaging

Access the Packaging Status Summary page (Financial Aid, View Packaging Status Summary, Packaging
Status Summary).
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Packaging Status Summary
Tamu Harmed 1D: FAOBD3
(=}
Ald Year: 2007 Financial Aid Year 2006 - 2007 Institution: PSLUIMY E]
EFC Status:  Official TERM |SIE Information Database Matches  Meed Summary  PELL  PELL Calculation Override
Counselor: Q
Academic Career: Q
Aid Processing Status: |App|ied j

94

Aid Application Status: I’g‘cﬁ“E ]" “Satisfactory Academic Progress: I Undetrmine ]’ SAP Details
Review Status: I Incomplete j' Dishursement Hold: I :l'

INST Verification Status: I Mon Select :" Loan Entrance Interview Status: I :"

varification Flag: I Mot Regd ]" Exit Interview: I ]'

Verification Status: I Mot Select j'

Scholarship Status: I Mot Eval 'I Awvard Motification
*Aid Packaging Method: | NotPkgd =]

Packaging Plan ID:

a
Repackaging Plan ID: Q Award Access: | Denied vl
Aggregate Source: I Default 'I ¥ Inquiry Access

Aggregate Used: [ External Award Access

Packaging Status Summary page

Self-Service

Y ou can set these values in a background process by running the Assign Self Service Access process.

Award Access Select Allowed to allow the student access to award acknowledgement for the
given year regardless of filtering option criteria established in self-service
awarding options setup.

Select Denied to deny the student access to award acknowledgment for the given
year regardless of filtering option criteria established in self-service awarding
options setup.

Select Use Filter to require the student to meet the self-service awarding options
access criteria to gain access to an award acknowledgment in self-service
awarding.

Inquiry Access Select to allow a student to view assigned financial aid awards.

External Award Access Select to allow astudent accessto view reported external awards.

Note. Y ou must also select the Allow Access check box on the Inquiry Options page in setup to enable self-
Service access.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.



Chapter 7

Setting Up Financial Aid Self-Service

Changing Award and Inquiry Access

Access the Self-service Security page (Financial Aid, Awards, Self Service Awarding, Assign Self Service
Access, Self-service Security).

Self-service Security

Run Control ID:  AMDY Feport Manadger Frocess Monitar Run |
*Award Access: IAIIDwed 'I *Ihguiry Access: Yas *| EAAccess |Yes -
*Institution: PEUNY S & anDs
*id Year: 2007 & IDRange

Self-service Security page

Use this page to change the value in the Award Access and Inquiry Access fields on the Packaging Status
Summary page. This controls whether a student can access either area of self-service.

Award Access Select Allowed, Denied, or Use Filter.

Inquiry Access Select Yes or No.

EA Access Select Yes or No.

Institution Select your institution.

Aid Year Select the aid year for which to run this process.
All IDs Select to update or change all IDs.

ID Range Select to update or change arange of 1Ds.

Modifying Self-Service Loan Status Descriptions

To set up self-service loan status descriptions, use the Self Service Loan Status component
(SS_FA_LOAN_STAT).

This section discusses how to modify loan status descriptions.
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Page Used to Modify Self-Service Loan Status Descriptions

Chapter 7

Page Name

Definition Name

Navigation

Usage

Self-Service Loan Status

SS FA_LOAN_STAT

Set Up SACR, Common
Definitions, Self Service,
Financial Aid, Self-Service
Loan Status

Modify loan status
descriptions and comments
text that you want a student
to see online. This page
provides students with their
loan application status.
These values are delivered
by Oracle.

Modifying Loan Status Descriptions

Access the Self-Service Loan Status page (Set Up SACR, Common Definitions, Self Service, Financial Aid,

Self-Service Loan Status).

Self-Service Loan Status

Loan Program: Alternative
Proc Status Trans Status Status Comments
Canceled Accepted |Cance|ed |‘r’|:|ur canceled loan has been processed by vour loan :l'
Canceled Zhag Pend |Cancmed |Duetnachangeinynurenmbmwvnuﬂnanhaaheen jj
Canceled Error |Irwa|i|:| | :ll
Canceled Orig Pend |Irwa|id | :l'
Canceled Trans |Cancmed hhurcancmedlnanhaaheensenﬂnvnuﬂnansewmer jj
Hald Accepted |In Process |‘r’|:|ur loan application is being reviewed by the FA Office. :ll
Hald Chg Pend |In Process |‘r’|:|ur loan application is being reviewed by the FA Office. :l'
Hold Error Inwalid | e
Hald Crig Pend |In Process |‘r’|:|ur loan application is being reviewed by the FA Office. :ll
Hald Trans |In Process |‘r’|:|ur loan application is being reviewed by the FA Office. :l'
Offered Accepted Inwalid | e
Offered Chg Pend Inwalid | =

Self-Service Loan Status page

Y ou can view or modify the status and comments text that you want a student to view online.
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Proc Status (processing  Indicates where the loan application isin the origination process between your
status) institution and the loan servicer.

Trans Status (transaction Indicates the current status of the loan application.
status)

Creating User-Defined Text

Copyright

Each self-service page has an area for additional explanatory text. The text resides in the message catal og.
The system displays the message number to help you determine the text to include on a page. If you do not
want a message on a particular page, you can del ete the text in the message catalog or del ete the message
entirely. However, Oracle suggests that you delete only the text, not the reference number, so that you can
add text as needed in the future.

Y ou might add user-defined text to:

»  Explain why disbursed awards cannot be updated.

»  Explain why custom split awards cannot be updated.

«  Explain why subsidized and unsubsidized |oans have automatic treatment.

»  Explain why loansin transit cannot be updated.

« Provide general rules of navigation.

» Provide specific information, such as instructing students not to increase awards.

M essage numbers 500 and greater for Message Set 14409 are designated as user-definable. Oracle delivers
some message numbers with defined message text and explanation as examples.
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Chapter 8

Setting Up Recruiting and Admissions
Self-Service

This chapter provides an overview and discusses how to set up self-service request information.

Understanding Self-Service Request Information

This section lists prerequisites and discusses self-service request information.

Prerequisites

Before you can set up your parameters for the Request Information transaction, you must set up a
communications infrastructure in PeopleSoft Enterprise Campus Community. The required steps for setting
up communications for the Request Information transaction include defining communication keys and event
IDs. All communications for the Request I nformation transaction must be defined using the administrative
function PSSV. Y ou define communication keys on the Communication Speed Key Table page.

Note. To access the Communication Speed Key Table page, you must enter an administrative function. Enter
PSSV (prospect self-service).

After you define communication speed keys, you must define event 1Ds. Y ou define event 1Ds on the Event
Definition page. Event | Ds contain the communication keys that you set up previously. Y ou select event IDs
on the Web Prospect Setup 2 page. Event IDs contain the specific communications that the prospect can
choose from or automatically receive depending on your setup.

Note. To access the Event Definition page, you must enter an administrative function. Enter PSSV.

The Web Prospect Setup 2 page also enables you to control whether visitors can choose from a selection of
communications, depending upon the career of interest, or whether they are sent a default communication. If
you decide to let prospects select from alist of communications, you can define the avail able choices.
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See Also

Chapter 8

PeopleSoft Enterprise Campus Community 9.0 Fundamental s PeopleBook, " Setting Up Communications,”
Defining Communication Speed Keys

PeopleSoft Enterprise Campus Community 9.0 Fundamentals PeopleBook, "Using the 3C Engine," Defining

3C Engine Events

Chapter 24, "Using Self-Service Student Admissions," Reguesting |nformation, page 303

Setting Up Self-Service Request Information

To set up self-service request information, use the Web Prospect Create component

(ADM_WEB_PRS_SETUP).

Use the Web Prospect Create Table component to determine which information segments you want to enable
in the Request Information self-service transaction and to set up academic institution and career parameters
(such as which careers you want available to the visitor, and which recruiting center you want assigned to that

career).

This section discusses how to:

» Enable segments and prospect career fields.

« Set up institution and career parameters.

Pages Used to Set Up Self-Service Request Information

Related, Recruiting and
Admissions, Prospects,

Web Prospect Create Table,

Web Prospect Setup 2

Page Name Definition Name Navigation Usage

Web Prospect Setup ADM_WEB_PRS TBL Set Up SACR, Product Enable or disable Request
Related, Recruiting and Information self-service
Admissions, Prospects, transaction segments and
Web Prospect Create Table | prospect career fields.

Web Prospect Setup 2 ADM_WEB_PRS2 TBL Set Up SACR, Product Define ingtitution and career

setup parameters for the
Request Information self-
service transaction. The
academic institutions and
careers that you select on
this page appear as choices
on the Request Information
detail page.
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Enabling Segments and Prospect Career Fields

Access the Web Prospect Setup page (Set Up SACR, Product Related, Recruiting and Admissions, Prospects,
Web Prospect Create Table).

Weh Prospect Setup YWieh Prospect Setup 2

Enable Segments

¥ Academic Interests
¥ Test Results
[ Academic Program
™ Academic Plan
" Academic Sub-Plan

Enable Prospect Career Fields

[ campus

¥ Admit Term

™ Admit Type

™ Academic Level

™ Academic Load

™ Housing Interest

I Financial Aid Interest
I” Last School Attended
™ Graduation Date

Web Prospect Setup page

By selecting the check boxes on this page, you enable a segment or field to appear on the self-service Request
Information transaction. This enables you to choose what kind of information you collect from prospects who
regquest admissions information. The selections that you make here apply to every academic institution in your
system. Therefore, in amulti-institution system, each institution should agree on how to compl ete this page.

Enable Segments

If you select the Academic Interests or the Test Results check boxes, the respective pages appear in the
Request Information self-service transaction. Visitors requesting admissions information have the option of
entering academic interest and test result information, which the system then stores in the Academic Interest
(ADM_INTEREST_ADMP) and Test Scores (ACAD_TST_RSLT_ADMP) components.

If you select the Academic Program, Academic Plan, and Academic Sub-Plan check boxes, corresponding
fields appear on the Request Information detail page. Visitors can use these fields to enter the program, plan,
and subplan that interests them. The system stores this information on the Create/Update Prospects - Prospect
Program Data page.
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Enable Prospect Career Fields

Each check box in this group box corresponds to afield on the Request Information detail page. Select the
check boxes of the information that you want to collect from visitors who are requesting admissions
information. Each item in this group box corresponds to an item in the Create/Update Prospects component
(ADM_PROSPECT_PROG). Thus, by selecting these check boxes, you can populate additional fieldsin the
Create/Update Prospects component (assuming that the visitor enters the information).

Note. Clearing a check box in this group box hides its corresponding field on the Request Information detail
page. For example, if you clear the Academic Level check box, visitors to your website do not see the
Academic Level field on the Request Information detail page.

Setting Up Institution and Career Parameters

102

Access the Web Prospect Setup 2 page (Set Up SACR, Product Related, Recruiting and Admissions,
Prospects, Web Prospect Create Table, Web Prospect Setup 2).

Wieh Prospect Setup Weh Prospect Setup 2

Acad Int/Test Results Defaults

*Data Source; Wiieh 7
Institution Setup Parameters Find | “ieser Al First [4] 1af 1 [H Last
+
*Academic Institution: |GLAKE C Great Lakes University =
*Recruiting Status: I Applicant I
*Referral Source: EVNT Q Campus Event
Career Setup Parameters Fird | e Al Fir=t [«] 1 of 4 [¥] La=t
*Academic Career: |UGHD Q Undergraduate [=]
*Recruiting Center: |UCTH Q University Recruiting Center

¥ Allow Prospect To Select Comm  Event ID: Q
¥ Send Default Communication Event ID: Q

Web Prospect Setup 2 page

Acad Int/Test Results Defaults

Data Source Web is the default. Y ou can change this value. The data source posts to the
Academic Interests and Test Results pages.
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Institution Setup Parameters

Academic I nstitution

Recr uiting Status

Referral Source

Select the academic institution that you want available to the visitor. If you enter
more than one academic institution, visitors can select the academic institution
that they are interested in on the Request Information detail page. The system
uses the academic institution that the visitor selects to create the prospect record.
If you select only one academic institution, the system hides the Academic
Institution field on the Reguest Information page. In this case, the system uses
the one academic ingtitution that you entered here to create the prospect record.
Y ou must enter at least one academic institution.

Select the recruiting status that you want the system to assign to the new prospect
record. Y ou can select a different recruiting status for each academic institution.
The system assigns the selected recruiting status to new prospect records, based
on information collected through the Request Information self-service
transaction.

Select the referral source for information collected through the Request
Information self-service transaction. Y ou can select a different referral source for
each academic ingtitution. The referral source that you enter here posts to the
Prospect Career Data page.

Career Setup Parameters

Academic Career

Recruiting Center

Allow Prospect to Select
Comm (alow prospect to
select communication)

Send Default
Communication

Select the academic careers that you want available for the visitor to select. On
the Reguest Information detail page, visitors can select the academic careers that
interest them. The system uses the sel ected academic career to create the prospect
record. Y ou must enter at |east one academic career.

Select the recruiting center that you want the system to assign to the new
prospect record. Y ou can select a different recruiting center for each academic
career. The system assigns the selected recruiting center to new prospect records,
based on information collected through the Request Information self-service
transaction.

Select to enable visitors to select from alist of available communications. If you
select this check box, a group box that lists the communication items contained in
the event ID that you select appears on the Request Information detail page.
Visitors can select which items to receive. For example, the UGRD Web Prospect
event ID at PSUNV includes communications containing information on

financial aid, campus housing, and undergraduate applications. Visitors can
choose one or more communications from thislist. However, only those events
that have the User Selection check box selected on the Event Definition Setup
page appear as choicesin the Event ID field, next to the Allow Prospect to Select
Comm field.

Select to send a default communication to all visitors who request admissions
information for this particular academic institution and career.
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Event ID Select the event | Ds that contain the communications that you want mailed to
visitors (for each academic career). Enter an event ID in at |east one of the Event
ID fields. If both fields are blank, then avisitor could submit a Request
Information request and receive a confirmation that the request went through,
without receiving any communication. The event ID tells the system which
communications to send to the visitor. Define event 1Ds on the Event page.

See PeopleSoft Enterprise Campus Community 9.0 Fundamental s PeopleBook,
"Managing Campus Event Planning," Creating an Event.
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Service

This chapter discusses how to:

»  Set up self-service features for Academic Advisement.

» Define self-service installation settings.

See Also

PeopleSoft Enterprise Campus Solutions 9.0 Application Fundamental s PeopleBook, "Reviewing Installation

Setup and System Defaults," Selecting Student Administration Installation Options

Setting Up Self-Service Features for Academic Advisement

To set up self-service Academic Advisement features, use the Academic Advising setup
(SAA_SS RPT_OPT) component.

This section discusses how to define Academic Advisement setup.

Page Used to Set Up Self-Service Features for Academic Advisement

Page Name

Definition Name

Navigation

Usage

Academic Advising Setup

SAA_SS RPT_OPT

Set up SACR, Common
Definitions, Self Service,
Academic Advising

Enable self-service features
and define behavior for self-
service Academic
Advisement functionality.

Defining Academic Advisement Setup

Access the Academic Advising setup page (Set up SACR, Common Definitions, Self Service, Academic

Advising).
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Academic Advising Setup

Academic Advising Self Service Options

Academic Advising Report
Enable real-time processing
(*) Refresh using synch options
(O Always refresh

Enable the course what-if option

Academic Advising Setup page

Enablereal-time
processing

Enable the cour se what-
if option

See Also

Select to instruct the system to automatically generate an advisement report when
students access the My Academic Reguirements page.

Use the two radio buttons to indicate that your institution wants to use real-time
processing with or without synchronization options (also referred to as triggers).

If you enable real-time processing and select Always refresh, then the system will
regenerate a report when the student accesses My Academic Requirements,
Search by My Requirements, or Plan by My Requirements. That is, the report is
regenerated regardless of whether anything changed on the student's record.

Note. On the administrative side, the system will also regenerate the report if the
user accesses a previously run report and, from the Report Request page, clicks
the View Report link.

Select to enable students to run a course what-if scenario in self service using the
Create What-if Scenario page. Clear the check box to disable this ability.

Chapter 22, "Using Academic Advisement Self Service," page 267

Defining Self-Service Installation Settings

To define conditions under which an advisement report is generated for self service, use the Academic
Advisement installation component (SAA_INSTALL_AA).

This section discusses how to define installation settings for Academic Advisement.
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Page Used to Define Self-Service Installation Settings

Page Name

Definition Name

Navigation

Usage

Installation Academic
Advisement

SAA_INSTALL_AA

Set Up SACR, Install,
Academic Advising
Installation, Installation
Academic Advisement

Disable on-demand report
processing and enable the
system to track which
students need to have new
reports generated, based on

Instal

Copyright

changes made to their
academic history.

ling Self-Service Academic Advisement

Access the Installation Academic Advisement page (Set Up SACR, Install, Academic Advising Installation).

Installation Academic Advisement

Report Defaults

As of Date 01/01/3000 [5)

Result Defaults

[IResults Obey Select Line

Advisement Report Synchronization Options

Zelect the functional areas lizted belowe that will 2et the zynchronization flag for a student it any changes occur to their
recards in the functional area. Adding, modifying, or deleting any recards within a selected functional area will trigger
the =etting of the synchronization flag far the student.

[ 1Enroliment Records [l Academic Structure Records

[ Transfer Credit Records [ ] student Group Record
[ lmternal Deqgree Records [ ] Academic Level Records
[ External Degree Records [ Imilestone Records
[[]student Planner Records

Student Exception Recorids

] Shopping Cart Recorids
Course Substitution Records

Installation Academic Advisement page

The check boxes on this page determine under which conditions a student's academic history will cause the
system to generate an advisement report for a student. If the institution has enabled real-time processing (on
the Academic Advising Setup page) and selected check boxes on this page, a new advisement report will be

generated when a student accesses the My Academic Reguirements page. If the institution has not enabled
real-time processing, the institution can use the conditions to "trigger" a batch process to run and generate

advisement reports at predefined intervals. To run the advisement reports in batch based on these

synchronization options, your institution will use the Generate Report Requests (SAA_RC_RPTRQST) and

Generate Advisement Reports (SAA_RC _RPTGEN) components.
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Selecting a check box causes the system to set a synchronization (sync) flag for that change. In turn, the flag
cues the ingtitution to rerun the advisement report. Here are the actions for each check box that set a sync

flag:

Enrollment Records

Transfer Credit Records
Internal Degree Records
External Degree
Records

Student Planner
Records

Academic Structure
Records

Student Group Record

Academic Level Records

Milestone Records
Shopping Cart Records

Student Exception
Records

Course Substitution
Records

Example

Adding, deleting, or modifying any enrollment records through Enrollment,
Enrollment Requests, Quick Enrollment, or Grading.

Posting or unposting any transfer credit.

Awarding, revoking, or modifying any degree record through the Student
Program/Plan, Degree Maintenance, or Batch Graduation Processing pages.

Adding, modifying, or removing any externally awarded degrees through the
External Education pages.

Adding, modifying, or removing any records from the student's planner.

Adding, modifying, or removing any values from the student's Records Program
stack. This also includes admissions matricul ation.

Adding, modifying, or removing any advisement student group valuesfor a
student.

Making any changes to a student's academic level, either by automated processes
from grading and enrollment or through manual override in term processing.

Adding, modifying, or removing any milestone values for a student.
Adding, modifying, or removing any records in the student's Shopping Cart.

Reprocessing when a student override is made.

Specifically, the flag is set when any of the following types of student-based
exceptions are created: course directive, requirement change, waiver, or override.
Theflag is aso set when there is any change made to such an exception, whether
it is achange to the description or to the override detail itself.

Reprocessing when a course substitution is made using the Create Course
Substitution component (STDNT_CRS_SUBS).

Theflag is aso set when there is any change made to the component, whether it
is achange to the long description or to the substitution detail itself.

An institution selects the Enrollment Records check box. A student has an advisement report dated May 10,
2006. The current date is July 18, 2006 and the student has just enrolled in a summer school class. The
change to the student's enrollment record sets a synchronization flag. The institution nightly runs a batch
process to generate new advisement reports for students for whom the synchronization flagissetto"Y." On
the following day, the student looks at his My Academic Requirements page. The advisement report that
appears there will be up to date (with a date and time stamp as of the previous night's batch process).
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Alternatively, if the ingtitution has selected the Enable real-time processing check box on the Academic
Advising Setup page, then when student enrolls in a class then the system automatically generates the report

to automatically (in real time) when the student next accesses the My Academic Requirements page. The
student will immediately see the course he'sjust enrolled in.
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Using Student Center

This chapter provides an overview and discusses how to use the self-service Student Center.

Understanding Self-Service Student Center

The Student Center is a self-service page that provides students a single entry point from which to begin
navigation to student related transactions. It also presents to students, in one location, the information that is
important to them, such astheir class schedule, enrollment dates, and account information.

From the Student Center, students access any student related transaction that is available from Campus Self
Service. You can use the Student Center Options page and security setup to control which sections and
transactions appear on the Student Center.

The sections that the Student Center can display are:
« Academics

Provides links to enrollment and academic records self-service transactions. Also displays the student's
schedule, which displays the classes, in any career, in which the student is registered for the current term,
as of today's date. If there are no such classes, the system looks at the next term in which the student is
term activated for classes to display. In addition, provides alink to the Enrollment Shopping Cart, where
students can search for and temporarily save classes for afuture term, until that term's enrollment period.

« Finances

Provides links to PeopleSoft Student Financials self-service transactions and displays account summary
information.

e Persona Information

Provides links to PeopleSoft Campus Community self-service transactions and displays contact
information.

« Admissions
Provides links to PeopleSoft Recruiting and Admissions self-service transactions.
+ Holds

Provides alist of hold items. Students can click the Details link to access the Holds self-service
application page for more information.
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To Do List

Provides alist of to do items. Students can click the Details link to access the To Do List self-service
application page for more information.

Enrollment Dates

Providesalist of enrollment dates. Students can click the Details link to access the Enrollment Dates self-
service application page for more information.

Advisor

Provides advisor information. Students can click the Details link to accessthe View My Advisor self-
service application page for more information.

Related Links

Displays the links that you define on the Student Center Options page.

Note. Students who use pop-up blocker software in their browsers will be unable to view .PDF transcripts and
many other request results in Student Center.

See Also

Chapter 5, "Setting Up Student Records Self-Service," Setting Up a Self-Service Student Center, page 30

Using Self-Service Student Center

Students can use the self-service Student Center.

Page Used to Use Self-Service Student Center

Page Name

Definition Name

Navigation

Usage

Student Center

SSS STUDENT_CENTER

Self Service, Student Center

Students use this page to
access student related
transactions and to view
important information, such
as class schedule, dates, and
account information.
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Using Faculty Center

This chapter provides an overview of the self-service Faculty Center and discusses how to:

» Usethe self-service Faculty Center.
» Enter grades through self-service.
»  View sdf-service classrosters.

» UseLearning Management System (LM S) authentication.

Understanding the Self-Service Faculty Center

The Faculty Center is a self-service component that provides instructors with the ability to:
» View their teaching schedule.

« View their exam schedule.

« View their textbook summary.

» View their grade rosters, enter grades, and post grades.

« View their classrosters.

» Accessyour Learning Management System.

» Access the Gradebook and class assignments, if your institution has licensed PeopleSoft Enterprise
Gradebook.

e Link to persona data summary.

Depending on security, instructors can al so:

« Search for classes and browse the course catalog.
» Locate afaculty member.

» Accessyour Learning Management System.

« Accessthe Advisor Center.
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See Also

Chapter 11

PeopleSoft Enter prise Campus Community 9.0 Fundamentals PeopleBook, "Using the Student Services

Center Component”

Chapter 12, "Using Self-Service Course Catalog and Schedule,” page 123

Chapter 22, "Using Academic Advisement Self Service," page 267

PeopleSoft Enterprise Gradebook 9.0 PeopleBook, "Using the Self-Service Gradebook™

Using the Self-Service Faculty Center

Instructors can use the self-service Faculty Center. Accessis available through standard menu navigation as
well as through icons and subtabs within the Faculty Center.

Pages Used for the Self-Service Faculty Center

114

Summary link of the
Faculty Center, My
Schedule page.

Page Name Definition Name Navigation Usage
My Schedule INSTR_CLASS3 Self Service, Faculty Instructors use this page to
Center, My Schedule access instructor-rel ated
transactions and to view
their teaching and exam
schedules. Instructors see
only those terms for which
they are assigned asthe
instructor.
Class Detall SSR_CLSRCH_DTL Click aclasslink within My | Instructors can view the
Teaching Scheduleonthe | details of the classesin their
My Schedule page. schedules.
Textbook Summary SSR_SSCLSTXB_SUM Click the View Textbook Instructors can view

textbook assignments for
each of their classes.

Thelink isavailableif you
select the Display Textbook
Summary link — Instructor
Self Service check box on
the Other page in the
Student Records setup
component
(SSR_SS_ENRL_OPT).
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Page Name

Definition Name

Navigation

Usage

View My Weekly Schedule

SSR_SSINSTR_WEEK

Click the View Weekly
Teaching Schedule link on
the My Schedule page.

Click the View Weekly
Exam Schedule link on the
My Schedule page.

Instructors can view their
weekly teaching and exam
schedulesin agrid format.

Personal Data Summary

SSS PRSNLDATA_SUMM

Click the View Personal
Data Summary link on the

Instructors can view a
summary of linksto their

My Schedule page. personal data.
Class Roster SS_FAC_CLASS ROST Sdf Service, Faculty Instructors view the
Center, Class Roster students who are enrolled in
aclass, have dropped a
+  Sdlf Service, Faculty class, or are on the waitlist
Center, My Schedule | for aclass. Instructors can
send email notifications to
Click the Class Roster | selected students or all
icon on the My studentsin the class.
Schedule page or click | Instructors have the option
the Class Roster subtab. | to display student photos on
the classroster.
Grade Roster SS_GRADE_ROSTER . Self Service, Faculty Instructors view or enter
Center, Grade Roster grades, update the roster's
approval status, and post
+  Sdf Service, Faculty | grades.
Center, My Schedule
Click the Grade Roster
icon on the My
Schedule page or click
the Grade Roster
subtab.
Gradebook LAM_CLASS GRADES Enter or review grades and

e Sdf Service, Faculty
Center, Gradebook

e Sdf Service, Faculty
Center, My Schedule

Click the Gradebook
icon on the My
Schedule page or click
the Gradebook subtab.

comments, export grades to
Microsoft Excel, or update
gradesto the grade roster
for posting.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.

115



Using Faculty Center

Chapter 11

Page Name

Definition Name

Navigation

Usage

Class Assignments

LAM_CLASS ACTIVITY

e Sdf Service, Faculty
Center, Assignments

e Sdf Service, Faculty
Center, My Schedule

Click the Assignments
icon on the My
Schedule page or click
the Assignments subtab.

Create, review or edit
Gradebook class
assignments.

My Advisees

SSS ADVISEE_LIST

Self Service, Advisor
Center, My Advisees

Advisors can view their
advisees, display advisee
photos, and link advisee
student details. Details
include avariety of data
such asaview of the
advisee's student center,
shopping cart, planner,
academic requirements,
general information, and
academic history.

See Chapter 22, "Using
Academic Advisement Self
Service," page 267.

Advisee Student Center

SSS_STUDENT_CENTER

e Self Service, Advisor
Center, Advisee Student
Center

e Sdf Service, Advisor
Center, My Advisees

Click View Student
Details on the My
Advisees page for an
advisee or click the
Student Center subtab.

Advisors can access an
advisee's related
transactions and view
information such as class
schedule, dates, and account
information.

Advisee Generad Info

SCC_SUM_PERSONAL

e Sdf Service, Advisor
Center, Advisee
Generd Info

¢ Sdlf Service, Advisor
Center, My Advisees

Click View Student
Details for an advisee
on the My Advisees

page.

Click the General Info
subtab.

Advisors can view
information such as an
advisee's service indicators,
initiated checklists, personal
data, and student groups.
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Page Name

Definition Name

Navigation

Usage

Advisee Transfer Credit

SCC_SUM_TRNSFRCRDT

e Self Service, Advisor
Center, Advisee
Transfer Credit

e Sdf Service, Advisor
Center, My Advisees

Click View Student
Details on the My
Advisees page for an
advisee.

Click the Transfer
Credit subtab.

Advisors can view
information such an
advisees's course and test
credits.

Advisee Academics

SCC_SUM_ACADEMICS

¢ Sdlf Service, Advisor
Center, Advisee
Transfer Credit

* Sdf Service, Advisor
Center, My Advisees

Click View Student
Details on the My
Advisees page for an
advisee,

Click the Academics
subtab.

Advisors can view
information such asan
advisee's career, program,
and term summary.

Search for Classes SSR_CLSRCH_ENTRY Self Service, Search, Class | Instructors can search for
Search classes.
Browse Course Catalog SSS_BROWSE_CATLG Self Service, Search, Instructors can browse the
Browse Course Catalog course catalog to see alist
of courses offered at the
institution.
Faculty Search SSR_FIND_INSTR Search, Faculty Search Instructors can locate the

teaching schedule for
another instructor. If
available, once the
instructor's teaching
schedule is displayed, click
on the instructor's name to
send an email.

Learning Management
System

LMS TARGET_SELECT

Self Service, Learning
Management Systems

Instructors can access your
institution's Learning
Management Systems.
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Entering Grades Through Self-Service

This section lists prerequisites and discusses how instructors enter grades through self service.

Prerequisites

For instructors to access their midterm and final grade rosters, you must:

Pages

Generate the rosters.

Assign the instructors to classes.

Give the assigned instructors appropriate grade roster access of Grade, Approve, or Post.

Used to Enter Grades Through Self Service

Page Name Definition Name Navigation Usage

Grade Roster SS_GRADE_ROSTER Self Service, Faculty Instructors view or enter
Center, Grade Roster grades, update the roster's
Self Service, Faculty a,?g)(;g/al status, and post
Center, My Schedule 9 '
Click the Grade Roster icon
on the My Schedule page or
the Grade Roster subtab.

Grade Change Request SS_GRADE_CHANGE Click the Grade Change Instructors submit grade

Request link on the self-
service Grade Roster page.

change requests. Thislink
appears after grades are
posted.

Send Notification

SSS NOTIFY

Click the Notify Selected
Students or Notify All
Students link on the Self-
Service Grade Roster page.

Instructors send email
notifications to selected
students or al studentsin a
class.

If anotification failure
occurs, the sender receives a
returned email indicating
the type of failure, for
example, host unknown.

Students Without Email
Address

SSR_NO_EMAIL

This page appears when you
click the Notify All
Students link and students
are on the grade roster who
do not have email addresses
in the system.

Instructors view the
students on the grade roster
who do not have email
addresses.
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Page Name Definition Name

Navigation

Usage

Transcript Note GRADE_ROSTER_NOTE

Click the Note link on the
Transcript Notes tab of the
self-service Grade Roster

page.

Instructors can add a
transcript note to a student's
transcript.

Printer Friendly Version SS_GRADE_RSTR_PRT

Click the Printer Friendly
Version link from the Self

Service Grade Roster page.

Displays aprinter friendly
version of the grade roster.

Entering Grades Through Self Service

Access the Grade Roster page (Self Service, Faculty Center Click the Grade Roster icon on the Faculty

Center page.)

The Grade Roster icon appears on the Faculty Center - My Teaching Schedul e page after grade rosters are
generated for a class and after the instructor has been assigned grade, approve, or post access within the
schedule of classes. Instructors with grade, approve, or post access for the class can assign grades to students.
Instructors with approve or post access can use the Approval Status field to update the status of the final

grade roster before saving it. Vaues are Approved, Not Reviewed, and Ready for Review. A status of
Approved is required to post the roster. When the status is set to Approved, the post button becomes available
for instructors with post access. The instructor can then post grades from the self-service grade roster. When a
classis posted, the Request Grade Change button becomes available for instructors to change a student's

grade.

The select check box accommaodates both the Notify feature as well asin conjunction with add this grade to
selected students and add this requirement designation to selected students.

Click the Printer Friendly Version button to print a copy of the grade roster.

On the Grade Roster page, the values that are available in the add this grade to all students field and the
Roster Grade field are those for which the Include in Self Service check box on the Grading Scheme Table

pageis selected.

The add this requirement designation to all students field appears only for classes that meet al of the

following conditions:

» Theclass has arequirement designation that has a separate grade.

» The Grade Roster Type valueis Final Grade.

» TheApprova Status valueis Not Reviewed.

The Converted Roster Grade field appears on the Grade Roster page when at least one roster grade has a
value defined in the Convert to Grade field on the Grading Scheme Table page.

On the Grade Change Request page, the values that are available in the Official Grade field are those for
which the Include in Self Service check box on the Grading Scheme Table page is selected.
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Viewing Self-Service Class Rosters

This section lists the pages that instructors use to view class rosters through self-service.

Pages Used to View Self-Service Class Rosters

Page Name

Definition Name

Navigation

Usage

Class Roster

SS_FAC_CLASS ROST

e Sdf Service, Faculty
Center, Class Roster

e Sdf Service, Faculty
Center, My Schedule

Click the Class Roster
icon for aclass or the
Class Roster subtab.

Instructors view the
students who are enrolled in
aclass, have dropped a
class, or are on the wait list
for aclass. Instructors can
display student photos on
the class roster.

Send Notification

SSS NOTIFY

Click the Notify Selected
Students or Notify All
Students link on the Self-
Service Class Roster page.

Instructors send email
notifications to selected
students or all studentsin a
class.

If anotification failure
occurs, the sender receives a
returned email indicating
the type of failure, for
example, host unknown.

Students Without Email
Address

SSR_NO_EMAIL

This page appears when you
click the Notify All
Students link and there are
students on the class roster
who do not have email
addresses in the system.

Displays the students on the
class roster who do not have
email addresses.

Printer Friendly Version

SS FAC_CLSRSTR_PRT

Click the Printer Friendly
Version link on the Self
Service Class Roster page.

Displays a printer-friendly
version of the class roster.

Using LMS Authentication

120

When you use PeopleSoft authentication, instructors can use self-service pages to link to their Learning
Management System (LMS).

An LMSicon appears next to LMS classes on the Faculty Center - My Teaching Schedule page when a
provider for authentication isidentified or when an LMS URL is provided on the Schedule of Classes - LMS

Data page.
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Instructors can also access alist of LM S providers and select the appropriate provider link to directly access
their home page in that LM S provider's website.

See Also
PeopleSoft Enterprise Student Records 9.0 PeopleBook, "Managing Interoperability for LMSs'

My Oracle Support, PeopleSoft Student Records, "Configuring Y our Learning Management System Third-
Party Vendors for PeopleSoft Campus Solutions'

Pages Used for Instructor Self-Service Pages and LMS Authentication

Page Name Definition Name Navigation Usage
My Schedule INSTR_CLASS3 Self Service, Faculty Instructors transfer directly
Center, My Schedule to the academic content for

the specified class within

Click the Learning the external LMS

Management button.

Learning Management LMS_TARGET_SELECT Self Service, Learning Review alist of Learning
Systems Management Systems Management System
providers used by the

institution. Click one of the
links to be taken directly to
the external LMS.

Using the LMS Icon to Access the LMS Website

Instructors can access the My Schedul e self-service page and click the LM Sicon to access the appropriate
external LMS site.

When an LM S provider isidentified for authentication and the instructor clicks the LM S icon, the system
authenticates the user and directly accesses the academic content for the specified class within the external
LMS. With authentication, the instructor does not have to log in to the external site.

If instead of aprovider an LMS URL is specified, no authentication takes place. The system accesses the
specified URL, such as an instructor's website, where alog may be required.

If neither an LM S provider nor an LMS URL are assigned to the class, the LM S icon does not appear.

Using the Provider Link to Access the LMS Site

Instructors can use the Learning Management System self-service page and click the LM S provider link to
access the appropriate external LM S site. The system performs the authentication and transfers them directly
to their home page in that provider's website. Because instructors are not tied to an institution, all providers
are displayed when the Display as Provider Link is selected on the LM S Provider setup page.
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See Also

PeopleSoft Enterprise Sudent Records 9.0 PeopleBook, "Managing I nteroperability for LM Ss," Defining
LMS Providers

122 Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.



Chapter 12

Using Self-Service Course Catalog and
Schedule

Students, instructors, and community members use the self-service Class Search feature to search the
schedule of classes for a specific institution and term, and the Browse Course Catal og feature to view courses
offered at the ingtitution. Students can access class search from several places within PeopleSoft Campus Self
Service, and they can select classes directly from class search, even if they do not access class search through
enrollment navigation. Instructors can access class search through the Faculty Center in Campus Self Service.
They can see classes in their search results that do not appear to students because the Schedule Print check
box for those classes has been cleared on the Maintain Schedule of Classes - Basic Data page.

The navigation tabs that are used in self-service class search are defined on the Navigation Tabs Setup page.
See Also

Chapter 3, "Setting Up Self-Service Navigation," page 9

Searching for Classes Using Self-Service Pages

This section provides prerequisites and discusses how to:
» Select search criteriaand search for classes.

» Review class search results.

« View class search details.

» Browse the course catalog.

» Review course catalog details.

Prerequisites

Configure self-service class search on the Class Search Setup and Display in Class Search pages.
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Pages Used to Search for Classes Using Self-Service Pages

124

See Also

Chapter 12

Chapter 5, "Setting Up Student Records Self-Service," Defining Class Search Setup, page 26

PeopleSoft Enterprise Campus Solutions 9.0 Application Fundamental s PeopleBook, " Establishing Terms
and Sessions," Defining Term Values

Page Name

Definition Name

Navigation

Usage

Search for Classes - Search
Criteria

SSR_CLSRCH_ENTRY

¢ Sdf Service, Search,
Search for Classes

e Sdf Service, Student
Center

Click the Search link.

*  Self Service, Academic
Planning, My Planner

Click the Search tab.

e Self Service, Academic
Planning, Enrollment
Shopping Cart

Click the Search link.

e Sdf Service, Class
Search/Browse Catalog

* Sdf Service,
Enrollment,
Enrollment; Add
Classes

Click the Class Search
option.

Click the Search link.

¢ Sdf Service,
Enrollment,
Enrollment: Swap
Classes

Click the Class Search
option.

Click the Search link.

Users specify the academic
institution and term in
which they want search for
classes. Users enter search
criteriaand retrieve results.

Search for Classes - Search
Results

SSR_CLSRCH_RSLT

Click the Search button on

the Search for Classes page.

Review al classes that
match the search criteria
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Page Name

Definition Name

Navigation

Usage

Search for Classes - Class
Detail

SSR_CLSRCH_DTL

Click aclass section on the
Search for Classes - Search
Results page.

Review detail for a specific
class.

Browse Course Catalog

SSS BROWSE_CATLG

e Sdlf Service, Search,
Browse Course Catalog

e Sef Service, Class
Search/Browse Catal og,
Browse Course Catalog

¢ Sdf Service, Student
Center

Click the Search link.

Click the Browse
Course Catalog tab.

e Self Service, Academic
Planning, My Planner

Click the Browse
Course Catalog button.

Browse the course catalog
to see alist of courses
offered at the institution.

Browse Course Catalog -
Course Detail

SSS CRSE_OFFER DTL

Click acoursetitle on the
Browse Course Catalog

page.

View course details and
access class sections.

Selecting Search Criteria and Searching for Classes

Access the Search for Classes page (click the Search link).
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Jasse Martinez

&

|gn ta ..,

Plan

( sewn )

I e

My Academics 1

| search for classes

Search for Classes

” browse course catalog |

Enter Search Criteria

Institution | PeopleSoft University

v

Term | 2010 Spring

v

Select at least 2 search criteria, Click Search to view vour search results,

Class Search Criteria

Course Subject | History bt |
Course Number | iz exacty w | |1I:IIII
Course Career | Undergraduate il |

Show Open Classes Only
D Show Open Entry /Exit Classes Only

Uze Additional Search Criteria to narrow vour search results,

“F Additional Search Criteria

Meeting Start Time

| greater than or equal to

2

[exarmple: 1:00PM)

Meeting End Time | less than or equal to

v

Day of Week | include only these days w |
|:| Mon |:| Tues |:| Wed D Thurs |:| Fri |:| Sat |:| Sun
Instuctor Last Hame |
Class Nbr [example: 1136]
Course Titde Keyword | [exarmple: statistics)
Mininmun Units | greater than or equal to Al |
Maximun Units | less than or equal to A d |
Course Component | il |
Session | il |
Mode of Instructon | il |
Campus | bl |
Location | bl |

CLEAR CRITERIA SEARCH
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Search for Classes - Enter Search Criteria page

Note. Students can also search for classes through self-service My Planner, My Requirements, and Browse
Course Catalog pages. From those pages, students can select a course description to access the course detail;
from there they can view class sections that are offered for a specified term.

Institution

Term

Cour se Subj ect

Course Career

Meeting Start Time

When accessed by a student through self-service navigation, the institution
appears as default from the student'srow in the STD_CAR_TERM table.

When accessed by a student from Class Search, the student's user preference term
appears. When accessed from Add Classes or Swap Classes, the term selected
appears here.

When accessed by a student from Class Search, the term drop down only
includes terms that are valid as defined in the Display Term in Class Search date
range on the Term Values Table.

Note. The Term field on the Search for Classes page changes from a drop-down
list box to a search prompt if the selected institution has more than 300 terms.

Thisfield changes from a drop-down list box to a select subject button if the
selected institution has more than 300 course subjects or if the Class Search
Subject Option field on the Student Records Installation page is set to Prompt
Search.

Note. Users at multi-institution organizations can select the drop-drop list box
option on the Student Records Installation page. However the Course Subject
field on the Search for Classes page will dynamically change to a select subject
button for institutions with more than 300 course subjects.

The student's academic career appears by default.

To narrow search results by meeting start time, select one of the following:

greater than: Finds classes with a meeting start time later than the specified time.
For example, if you enter greater than 1:00PM, the system would only retrieve
classes that have a meeting start time later than 1:00 PM.

greater than or equal to: Finds classes with a meeting start time at or after the
specified time.

less than: Finds classes with a meeting start time earlier than the specified time.

less than or equal to: Finds classes with a meeting start time at or earlier than the
specified time.

is exactly: Finds classed with a meeting start time that is exactly at the specified
time.
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Meeting End Time

Day of Week

Minimum Units

M aximum Units

To narrow search results by meeting end time, select one of the following:

greater than: Finds classes with a meeting end time | ater than the specified time.
For example, if you enter greater than 1:00PM, the system would only retrieve
classes that have a meeting end time later than 1:00 PM., such as 2:00 PM.

greater than or equal to: Finds classes with a meeting end time at or after the
specified time.

less than: Finds classes with a meeting end time earlier than the specified time.

less than or equal to: Finds classes with a meeting end time at or earlier than the
specified time.

is exactly: Finds classed with a meeting end time that is exactly at the specified
time.

To narrow search results by day of week, select one of the following:

Include Only These Days.. Finds classes that meet on the selected days. For
example, if you select Monday and Thursday, the system will retrieve all classes
that meet on Mondays and Thursdays only or Mondays, Thursdays, and other

days.

Include Any of These Days:. Finds classes that meet on at least one of the
selected days. So if you select Monday and Thursday, the system will retrieve all
classes that meet On Monday only, Thursday only, or Mondays or Thursdays and
other days.

Exclude Any of These Days:. Finds classes that do not meet on either of the
selected days.

Exclude Only These Days: Finds classes that do not meet on both of the selected
days.

To narrow search results by minimum units, select one of the following:

greater than: Finds classes with minimum units greater than the specified units.

greater than or equal to: Finds classes with minimum units equal to or greater
than the specified units.

less than: Finds classes with minimum units less than the specified units.

less than or equal to: Finds classes with minimum units less than or equal to the
specified units.

is exactly: Finds classes with minimum units that are exactly the specified units.

To narrow search results by maximum units, select one of the following:
greater than: Finds classes with maximum units greater than the specified units.

greater than or equal to: Finds classes with maximum units equal to or greater
than the specified units.

less than: Finds classes with maximum units less than the specified units.

less than or equal to: Finds classes with maximum units less than or equal to the
specified units.

is exactly: Finds classes with minimum units that are exactly the specified units.
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Reviewing Class Search Results

Access the Search for Classes - Search Results page (click the Search button on the Search for Classes page).
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Jesse Martinez lgoto ... v )
[ Search \I( Plan ]( Enroll ]( My Academics ]
| search for clazsses || browse course catalog |

Search for Classes

Search Results

when available, click Yiew All Sections to see all sections of the course,
PeopleSoft University | 2010 Spring

The following classesz match vour search criteria Course Subject: History, Course Mumber iz
exactly '100', Course Career: Undergraduate, Show Open Classes Only: Yes

START & MEW SEARCH

.Open B clos=d ,-"i"-,'l."l."ait List

%~ HISTORY 100 - Perspectives on the Present

Yiew All Sectons First E 1-3 of 4 u Last

SectHon 1-LEC(1903 Status .
Session Regular
Days & Times Room Instuctor Meeting Dates
. 01/z24/2010 -
TEA TBA Edward Litrman 05/02/2010
Section 2-LEC[1904] Status
Session Regular
Days & Times Room Instuctor Meeting Dates
. oi/z24/2010 -
TBEA TBA Edward Litrman 05/08/2010
SecHon 3-LEC(190%5 Status .
Session Regular
Drays & Times Room Instuctor Meetng Dates
. 01/z24/2010 -
TEA TEA Edward Litrnan 05/05/2010

START & MEW SEARCH

Search for Classes - Search Results page

130 Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.



Chapter 12 Using Self-Service Course Catalog and Schedule

Wait List Thisicon only appearsin the legend if you select the Use Wait Listing check box
on the Self Service - Student Records Setup page. Likewise, if you clear the Use
Wait Listing check box, the search results will either have a status of open or
closed for classes.

Note. The Schedule Print check box on the Maintain Schedule of Classes - Basic Data page indicates whether
a class section appears in the student and visitor class search results or on the printed class schedule. For
instructors and advisors, al class sections are displayed in class search results. The message " Section not
shown to students” is displayed for those class sections for which the Schedule Print check box is cleared.

Viewing Class Search Details

Access the Search for Classes - Class Detail page (click a class section on the Search for Classes - Search
Results page).
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Jesse Martinez lgo ta ... v |
[ Search ]( Plan W Enroll W My Academics \I
| search for classes ” browse course catalog |

Search for Classes

Class Detail

HISTORY 100 -1 Perspectives on the Present
PeopleSoft University | 2010 Spring | Lecture

WIEW SEARCH RESULTS

Class Details

Status . Cpen Career Undergraduate

Class Number 1903 Dates 1/z4/2010 - 5/8/2010
Session Regular Acadermic Session Grading Student Cption

Units 3 units Location Hacienda

Instruction Mode In Parsan Campus  Main Hacienda Campus
Class Components  Lacture Required

Meeting Informmaton
Days & Timmes Roonm Instuctor Meetng Dates
TBA TBA Edward Litman | 01/24/2010 - 05/08/2010

Class Availability

Class Capacity a5 VWait List Capacity u}
Enrollment Total 1 Wait List Total ]
Available Seats 34

DescHpton

Perspectives on the Present

Textbook / Dther Materials

special Instructions Additional articles will be assigned throughout the
term and will be available in the History dept office

Textbook

Status Required The Arnerican Future: A History, Author: Simon
Scharma, Publizher: Harper Luxe, Year Publizhed:

ISBM Q2T0670044795 2009, Prica: 29,000000 USD

Status Required The Wwarld: A Hiztary, Wolume 1, Authaor: Felipe
Fermnandez-Armesto, Publisher: Prentice Hall,
Editian: 2nd, vYear Publizhed: 2009, Price:

ISBH QET0131777644 ! !
104, 000000 USC

Article

Status Recormrmended The Mation Magazine - Feb 2006, Motes: Renewing

Armerica article
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Search for Classes - Class Detail page

This page displays all information from the course catal og, plus class schedul e information. However, you
can control what information appears on this page for students and faculty who access the page through self-
service navigation. Use the Class Search Setup page to determine which information appears on this page to
students and faculty.

See Also: PeopleSoft Enterprise Campus Self Service 9.0 PeopleBook, Setting Up Student Records Self
Service

Browsing the Course Catalog

Access the Browse Course Catalog page (Self Service, Class Search/Browse Catalog, Browse Course
Catalog).
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Jesse Martinez

|thD... V|®

[ Search \I( Plan ]( Enroll ]( My Academics

]

| search for classes ||

Browse Course Catalog

browse course catalog

Select Institution PeopleSoft University “ change

1 2 3 45 67T 8 9%

6B CODEFGHIJKLMNOPORSTUVWXYZ

COLLAPSE ALL ExpaND ALL

ADD TO PLAMKHER

Select subject code to display or hide course information,

D‘ ALCLCT - Accounting

P ANATOMY - Anatomy

¥ ANMTHRO - Anthropology

Course

Nhr Course Title

Select

101 Introduction to Anthropolagy

ioz2 Introduction to Anthropology

g ngc] Early People

205 Ancient Civilizations

Mature and Culture

Anthropology & Religion: APRD

Typically
Offered

Fall, Spring
Fall, Spring
Fall
Fall

Surmrer

— EUEHE

201 Hurmankind Emmerging

0z Studvwing Cultures

03 Waorld Area Studies

O00 000000

Fall, Spring
Wiinter
Fall

Fall

Browse Course Catalog page
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Students and instructors can browse the course catalog by academic subject. Students can also select courses
to add to their planner. If they click a Course Nbr (course number) or coursetitle, they can view the course
details and also view section information for the indicated term. Students with a single career are able to add
courses to their planner directly from the Browse Course Catalog page or from the Course Detail page.
Students with multiple careers are only able to add courses to their planner from the Course Detail page.

Reviewing Course Catalog Details

Access the Browse Course Catalog - Course Detail page. (click a coursetitle on the Browse Course Catalog

page).
Jesse Martinez — ~ [
[ Search W Plan W Enroll W My Academics 1

| search for classes ” browse course catalog |

Browse Course Catalog

Course Detail

Feturn to Browse Course Catalog

ANTHRO 101 - Introduction to Anthropology

Course Detail
view class sections I
Career Undergraduate
Units 3.00 add to planner I
Grading Basis Graded
Course Components Lecture Required

Enrollment Informaton

Typically Offered Fall, Spring

Browse Course Catalog - Course Detail page (1 of 2)

Students and instructors can click the view class sections button to view the course schedule details on this
page.

Course Schedule

Students and instructors can select aterm and click the show sections button to view class sections for the
course. The Terms Offered drop down list box only includes: terms that are valid as defined in the Display
Term in Class Search date range on the Term Values table, and those with sections scheduled within the term.
For students, the select button only appears if the Enrollment & Shopping Cart date range on the Term Table
under Display in Self-Servicein Term Drop Downisvalid.
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See PeopleSoft Enterprise Campus Solutions 9.0 Application Fundamentals PeopleBook, "Establishing

Terms and Sessions," Defining Terms, Sessions, and Session Time Periods.

Course Schedule

Terms Offerad

| 2009 Fall v |

showr all I

HISTORY 120  MoWeFr 2:00AM - 2150AM
Raoorm: TBA

My Class Schedule

show sections

Shopping Cart

Your shopping cart is ermpty,

.Open Bcios=d &Wait List
Secton Session Status
1-LEC (1044) 1 ) select |
Days Start End Room Instructor Dates
MoWeFr 10:004M 10:504M TBA Staff 22::?2::;332 )
SectHon Session Status
100-LEC (1596] 1 ] select
Days Start End Roon Instructor Dates
TEBA TBA TEA Staff 22,{22,{3332 ’
S5ection Session Status
101-LEC [E427] 12w @ select
Days Start End Room Instructor Dates
Mo 1:00pPM Z:00PM TBA Staff Ei{ggigggg i

Browse Course Catalog - Course Detail page (2 of 2)
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Using Self-Service Academic Planning

This chapter discusses how students can:

« Plan courses.

« Maintain the enrollment shopping cart.
« View course history.

See Also

Chapter 5, "Setting Up Student Records Self-Service," page 21

PeopleSoft Enterprise Campus Solutions 9.0 Application Fundamental s PeopleBook, "Reviewing Installation
Setup and System Defaults"

Prerequisites

Before students can use self-service academic planning features, the student must have auser 1D in the
system. The student must also be matriculated and have arole that includes security accessto My Planner.

Planning Courses

This section discusses how students plan courses using My Planner functionality.

The navigation tabs that are used in self-service academic planning are defined on the Navigation Tabs Setup
page.

See Also

Chapter 3, "Setting Up Self-Service Navigation," page 9
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Understanding My Planner

Self-service My Planner functionality provides students with atool to plan their courses for an individual
term, multiple terms, or for their entire stay at the institution. After students add courses to their planner, they
can proceed directly from planning to enrollment. Students with multiple careers are provided with a planner
for each career.

The Planner differs from the enrollment shopping cart in the following way: the shopping cart requires
students to add scheduled class sections to their cart, whereas the planner enables students to accomplish
long-range planning by adding courses to their planner, whether or not the class schedule has been created for
future terms.

When students access My Planner, past terms are collapsed while current and future terms are expanded.
Current and future terms are determined by the Student Planner date range defined on the Term table under
Display In Self-Servicein Term Drop Down.

Depending on your Installation Student Administration setup, you can implement the planner using one of the
following: Academic Advisement or Program Guide. If the institution does not use either, then the planner
still works exclusively with Browse Course Catalog. To disable the planner, remove My Planner security; the
planner page and references to planner will be hidden.

My Planner includes three ways for students to take action. They can:

» Add coursesto their planner using the Browse Course Catalog or Plan by my Requirements buttons.
« Assign coursesto a projected term.

TheMove selected courses to Term drop down list box only includes terms that are valid as defined in the
Student Planner date range on the Term Table under Display In Self-Service in Term drop down list box.

» View planned courses by term and proceed to enroll in a course when enrollment becomes available for
the term. Students can enroll in planned courses from My Planner by selecting the course description to
access the course detail and view sections scheduled for a selected term; students can then select the
section for which they want to enroll. Students can also enroll in planned courses from the shopping cart,
add, and swap pages.

Page Used to Plan Courses

Page Name Definition Name Navigation Usage

My Planner SSS_MY_PLANNER «  Self Service, Academic | Students plan courses based

Planning, My Planner on their academic
requirements or by

« ClickthePlanlink on | browsing the course
the Student Center catalog.
page.
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Using Self-Service Academic Planning

Page Name

Definition Name

Navigation

Usage

Plan by My Requirements

SAA_SS DPR_ADB

Click the Plan by my
Requirements button on the
My Planner page.

Students review a
comprehensive list of their
degree requirements and
access course details linked
to aparticular requirement.
Students can add courses to
their planner and view class
sections offered for a
selected term from the
Course Details page. Term
activated students also have
the option of directly adding
classesto their shopping
cart and proceeding to
enrollment.

Browse Course Catalog

SSS BROWSE_CATLG

Click the Browse Course
Catal og button on the My
Planner page.

Students can review all
active courses within the
course catalog and add
courses valid for their
institution and career to
their planner. Aswith Plan
by My Requirements,
students are able to drill
down on the Course Detail
page to view class sections
for aselected term and, if
term activated, to directly
add classes to their
shopping cart.

My Planner - Requirements

SSS MY_PLANNER_REQ

Self Service, Academic
Planning, My Planner

Click the € reguirement
icon.

The requirement icon
appears on the My Planner
page when a student adds a
course to the planner from
the Plan by My
Requirements or My
Academic Requirements
pages. When students sel ect
the icon, the requirement
detailsindicate the
requirement from which the
course was added. If, when
evaluating the course work,
the courseis used for a
different requirement, the
system provides additional
information.

Browse Course Catalog -
Course Detail

SSS_CRSE_OFFER_DTL

Click acoursetitle on the
Browse Course Catalog

page.

View course details and
access class sections.
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Maintaining the Enrollment Shopping Cart

This section discusses how students maintain their course selections using shopping cart functionality.

Understanding the Shopping Cart

Shopping cart functionality enables students to plan enrollment in class sections for a particular term.
Students can validate their class sections to check for common problems such as time conflicts and
prerequisites. Students can add classes to the shopping cart using My Planner or the My Requirements
feature.

The system stores a student's class selections for a particular term and the student can access them aslong as
theterm is available for enrollment. A class remainsin the cart until the student is successfully enrolled or
decidesto delete it.

Page Used to Maintain the Course Shopping Cart

Page Name Definition Name Navigation Usage
Shopping Cart SSR_SSENRL_CART «  Sdf Service, Academic | Student manages stored
Planning, Enrollment course sections selected
Shopping Cart using My Planner or My
Requirements.
e Click thePlanlink on
the Student Center
page, then click the
shopping cart tab.

Viewing Course History

This section discusses how students view their course history, which isasummary of all courses taken
through the current term.
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Page Used to View Academic History

Using Self-Service Academic Planning

Page Name

Definition Name

Navigation

Usage

My Course History

SSS MY_CRSEHIST

*  Self Service, Academic
Planning, My Course
History

e ClickthePlanlink on
the Student Center
page, then click the
course history tab.

Students can review
information for courses
taken, those they received
transfer credit for, and those
in progress. They can
choose to show or hide
courses from My Planner
and the shopping cart.

Note. Thispageisintended
to provide an easy-to-read
view of astudent's progress;
it is not intended to serve as
atranscript of the student's
academic record.
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Using Self-Service Academic Services

This chapter provides an overview of My Academics and discusses how to use self-service My Academics
functionality.

Understanding My Academics

The My Academic self-service page provides students with their current program and plan information in a
tree structure and also provides a set of links to important academic information.

The sections that My Academics displays are:
» Academic Requirements

+  What-if Report

» Advisors

« Transfer Credit

» Course History

« Transcript

« Enrollment Verification

« Graduation

See Also

Chapter 22, "Using Academic Advisement Self Service," page 267

Chapter 16, "Using Self-Service Degree Progress/Graduation,” page 155

Chapter 13, "Using Self-Service Academic Planning." Viewing Course History, page 140

Using Self-Service My Academics Functionality

Students can use the self-service My Academics functionality.
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Pages Used to Use Self-Service My Academics Functionality

Chapter 14

Page Name Definition Name Navigation Usage
My Academics SSS_MY_ACAD Student Center, My Students can access high-
Academics level academic data and link
to various tasks.
My Academic SAA_SS DPR_ADB Click the View my Students can use this page
Requirements advisement report link on to access the degree

the My Academics page.

progress report, evaluate
their degree progress, make
decisions about what to
enroll in next, and then
either enroll in courses or
add courses to their course
planners.

What-if Report Selection

SAA_SS WHATIF_SEL

¢ Click the Create awhat-
if scenario link on the
My Academics page.

e Self Service, Degree
Progress/Graduation,
View What-1f Report

Students can request an
advisement report based on
what-if program and plan
scenarios. Also, if the
institution enablesiit,
students can also run a
course what-if report.

View My Advisors

SS STDNT_ADVISR

e Click the View my
advisorslink on the My
Academics page.

e Self Service, Academic
Records, View My
Advisors

Students can view alist of
their assigned advisors by
academic institution, career,
program, and plan.

Send Notification

SSS_NOTIFY

Click the Notify Selected
Advisors or the Notify All
Advisorslinks on the View
My Advisors page.

Students send email
notifications to one or more
of their advisors.

If anctification failure
occurs, the sender receives a
returned email indicating
the type of failure, for
example, host unknown.

Evaluate My Transfer
Credit

SS TRCR_SRCH

e Click the Evaluate my
transfer credits link on
the My Academics

page.

¢ Sdf Service, Transfer
Credit, Evaluate My
Transfer Credit

Students can evaluate any
transfer credits.
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Page Name

Definition Name

Navigation

Usage

View Transfer Credit
Report

SS TRCR_RPT

e Click the View my
transfer credit report
link on the My
Academics page.

¢ Sdf Service, Transfer
Credit, View Transfer
Credit Report

Students can view their
Transfer Credit reports.

My Course History

SSS MY_CRSEHIST

e Click the View my
course history link on
the My Academics

page.

e Self Service, Academic
Records, My Course
History

Students can review
information for courses
taken, those they received
transfer credit for, and those
in progress. They can
choose to show or hide
courses from My Planner.

View Unofficial Transcript

SSS TSRQST_UNOFF

e Click the View my
unofficial transcript link
on the My Academics

page.

* Sdf Service, Academic
Records, View
Unofficial Transcript

Students can view their
unofficial transcripts.

Request Officia Transcript

SS TSCRPT_OFF

¢ Click the Request
official transcript link
on the My Academics

page.

e Self Service, Academic
Records, Request
Official Transcript

Students can request official
transcripts from the
institution.

Request Enrollment

SS ENRL_VER_REQ

e Click the Request

Students can request

Verification enrollment verification | enrollment verification
link on the My online or by mail, with
Academics page. multiple processing options.
» Sdf Service, Academic
Records, Request
Enrollment Verification
Apply for Graduation SS_GRAD_APPLY «  Click the Apply for Students can select

graduation link on the
My Academics page.

e Self Service, Degree
Progress/Graduation,
Apply for Graduation

academic programs and
apply for graduation.
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Using Self-Service Enrollment

This chapter provides an overview of self-service enrollment and discusses how students perform these self-
service tasks:

» View aclass schedule.
« Add classes.

» Drop classes.

«  Swap classes.

« Edit classes.

* View terminformation.

Understanding Self-Service Enrolliment

The self-service enrollment design integrates the various enrollment functions and enables students to build
and make changesto their schedules from the same place in the system. A step-by-step wizard feature guides
students through the enrollment processes of adding, dropping, swapping, and editing classes. Specifically, it

guides students through the steps of selecting classes, defining options—such as wait list preferences—
confirming selections, and reviewing results.

Additionally, a great degree of integration exists between the tasks of viewing appointment data, finding or
browsing for classes, enrolling in classes, presenting error messages, and viewing enrollment information.

The navigation tabs that are used in self-service enrollment are defined on the Navigation Tabs Setup page.
See Chapter 3, "Setting Up Self-Service Navigation," page 9.

Self-Service Enrollment Shopping Cart Validation and Enrollment Messages

Oracle delivers a set of error and informational message sets exclusively for the Enrollment Shopping Cart
Validation feature and self-service enrollment processing. These message sets enable the enrollment process
to return more self-service-friendly messages. Y ou can modify these messages to meet the specific needs of
your students. Y ou can view and make changes to these messages using the PeopleT ools Message Catalog
component (MESSAGE_CATALOGL1) (PeopleTooals, Utilities, Administration, Message Catalog).

These message sets are:
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« Validation (Message Set 14632): These messages are returned when a student selects Validate on the
Enrollment Shopping Cart page. The system returns a validati on-specific message rather than aregular
enrollment engine message. For example, if the validation process finds a time conflict, the message
14632, 17 isreturned rather than the enrollment engine message 14640, 17.

« Enroliment (Message Set 14641): This message set is used for al messages received through self-service
enrollment (excluding Enrollment Shopping Cart Validation). While actual enrollment is processed in the
same way for self-service enrollment as when it is processed using an administrative user page, such as
Quick Enroll, the fact that a request was submitted through self-service enrollment now causes the system
to return a self-service-specific error or informational message. For example, if an enrollment request
submitted through the Quick Enroll component (QUICK _ENROLL) returns message 14640, 17 (time
conflict), the same request submitted through self-service returns the self-service-specific message
14641,17. This enables more appropriate self-service messaging, without changing the messages used for
non-self-service, administrative users.

See Also

Chapter 12, "Using Self-Service Course Catalog and Schedule,” Searching for Classes Using Self-Service

Pages, page 123

Enterprise PeopleTools PeopleBook: System and Server Administration, "Using PeopleTools Utilities, Using
Administration Utilities, Message Catalog"

Viewing a Class Schedule

Pages Used to View a Class Schedule

148

This section lists the pages that students use to view their class schedule from self-service pages.

Summary link on the My
Class Schedule page.

Page Name Definition Name Navigation Usage
My Class Schedule SSR_SSENRL_LIST «  Sdf Service, Students use this page to
Enrollment view their class schedules
for aterm.
*  Student Center, Enrall,
My Class Schedule
Textbook Summary SSR_SSCLSTXB_SUM Click the View Textbook Students can view textbook

assignments for each of
their classes.

Thelink isavailableif you
select the Display Textbook
Summary link — Student
Self Service check box on
the Other page in the
Student Records setup
component

(SSR_SS ENRL_OPT).
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Page Name Definition Name Navigation Usage
Weekly Schedule SS_WEEKLY_SCHEDULE «  Sdf Service, Students use this page to
Enrollment, My Class | View their weekly
Schedule schedules.
Select the Weekly Note. Before students can
Calendar View option. | View their weekly _
schedules, you must define
e Sdf Service, weekly schedule time
Enrollment, View My | periods.
Weekly Schedule
See Chapter 5, "Setting Up
Student Records Self-
Service," Setting Up
Weekly Schedule Time
Periods, page 30.
Academic Calendar ACAD_CAL_DATES Click the Academic Students use this page to
Deadlines Calendar Deadlinesicon on | view drop, cancel, and
the My Class Schedule withdrawal deadlinesfor a
page. class on their class
schedules. The page aso
enables students to access
Gradebook and the
Learning Management
System if the institution sets
up the connections.

Adding Classes

This section lists the pages that students use to add classes to their schedules from Campus Self Service.

Pages Used to Add Classes

Page Name Definition Name Navigation Usage
Add Classes SSR_ENRL_CART «  Sdf Service, Students can use this page
EnrolIment, to request enrollment in
Enrollment: Add classes for aterm.
Classes
e Student Center, Enroll,
add
Related Class Sections SSR_CLS RELCOMP Click the Next button on the| Students use this page to
Add Classes page. select related class sections
to add.
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Page Name

Definition Name

Navigation

Usage

Add Classes - Select
Classes to Add - Enrollment
Preferences

SSR_CLS DTLOPT

Click the Select aClass
button on the Select Classes
to Add - Class Detail page.

Students use this page to
complete the information
for their class enrollment
requests.

Add Classes - Confirm
Classes

SSR_SSENRL_ADD_C

Click the Next button on the
Add Classes - Select
Classesto Add - Enrollment
Preferences page.

Students use this page to
confirm their selections and
initiate the enrollment
engine.

Add Classes - View Results

SSR_SSENRL_RSLT

Click the Enroll button on
the Confirm Classes page.

Students use this page to
view the result of their
enrollment request.

Dropping Classes

Pages Used to Drop Classes

This section lists the pages that students use to drop classes from their schedules through Campus Self
Service.

Page Name Definition Name Navigation Usage

Drop Classes SSR_SSENRL_DROP «  Sdf Service, Students use this page to
Enrollment, drop classes from their
Enrollment: Drop schedules.
Classes

¢ Student Center, Enroll,
drop

Drop Classes - Confirm
Your Selection

SSR_SSENRL_DROP_C

Click the Drop Classes
button on the Drop Classes

page.

Students use this page to
confirm their selections.

Drop Classes - View
Results

SSR_SSENRL_RSLT

Click the Next button on the
Drop Classes — Confirm
Y our Selection page.

Students use this page to
view the results of their
drop requests.

Swapping Classes

150

This section lists the pages that students use to swap classes using self-service pages.
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Pages Used to Swap Classes

Using Self-Service Enroliment

Page Name Definition Name Navigation Usage

Swap SSR_SSENRL_SWAP «  Sdf Service, Students can use this page
Enrollment, to request to swap an
Enrollment: Swap existing class enrollment
Classes within aterm for a different

¢ Student Center, Enroll,
swap

class enrollment.

Select aclassto swap -
Enrollment Preferences

SSR_CLS DTLOPT

Click the Select aClass
button on the Select Classes
to swap - Class Detail page.

Students use this page to
complete the information
for their class enrollment
requests.

Swap Classes - Confirm
your selection

SSR_SSENRL_SWAP C

Click the Next button on the
Select aclassto swap -
Enrollment Preferences

Students use this page to
confirm their selections and
initiate the enrollment

page. engine.
Swap Classes - View SSR_SSENRL_RSLT Click the Next button on the| Students use this page to
Results Swap Classes - Confirm view the results of their
your selection page. swap requests.

Editing Classes

This section lists the pages that students use to edit their enrollment requests through Campus Self Service.

Pages Used to Edit Classes

Enrollment Preferences

Page Name Definition Name Navigation Usage
Edit SSR_SSENRL_EDIT «  Sdf Service, Students use this page to
Enro”ment, %Iect aC|a$tO ed|t
Enrollment: Edit a
Class
e Student Center, Enrall,
edit
Select aclassto edit - SSR_CLS DTLOPT Click the Next button on the| Students use this page to

Select Classes to edit -
Class Detail page.

complete the information
for their class enrollment
reguests.
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Page Name

Definition Name

Navigation

Usage

Edit Class Enrollment
Options - Confirm your
Selections

SSR_SSENRL_EDIT_C

Click the Next button on the
Select aclassto edit -
Enrollment Preferences

page.

Students use this page to
confirm their changes.

Edit Class Enrollment
Options - View Results

SSR_SSENRL_RSLT

Click the Next button on the
Edit Class Enrollment
Options - Confirm your
Selections page.

Students use this page to
view the results of their
changes.

Viewing Term Information

This section provides an overview of term information and discusses how to:

Use LMS Authentication.

Usethe LMS Button to Accessthe LMS Website.

Understanding Term Information

The Term Information page provides students with a single access point that links to the following pages:

Pages

Enrollment Dates.

View Assignments and Grades.

My Learning Management Systems.

My Exam Schedule.

View My Grades.

Used to View Term Information

Page Name

Definition Name

Navigation

Usage

Term Information

SSR_SS TERM_LINKS

Student Center, Enrall,
Term Information

Students use links to access
enrollment dates,
assignments, learning
management systems, exam
schedules, and grades.
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Page Name Definition Name Navigation Usage

Enrollment Dates SSR_SSENRL_APPT Click the View my Students can view detail
enrollment dates link on the | information about their
Term Information page. enrollment appointments,

such as start date, end date,
start time, end time, and

unit limits.
View Assignments and SS_LAM_STD_GR _LST Click the View my class Students can view
Grades assignments and grades link | assignment and grade
on the Term Information information for classes that
page. use the Gradebook feature.
My Learning Management | SSR_LMS TARGET Click the View learning Students access alist of
Systems management systems link LMS providers and click
on the Term Information the appropriate provider
page. links to directly access their

home pagesin those LMS
providers websites.

Note. For aprovider link to
appear on the My Learning

Management Systems page,
the Display asLMS Link
must be selected on the
LMS Provider page.
My Exam Schedule SSR_SSENRL_EXAM_L Click the View my exam Students view their exam
SSR SS WEEK schedule link onthe Term | schedule for aterm.
T Information page.
View My Grades SS ES GRADE_LIST Click the View my grades | Studentscan view final and
link on the Term midterm grades for a
Information page. selected term.

Using LMS Authentication

When you use PeopleSoft LM S authentication, students and instructors can use self-service pages to view
their class schedules or teaching assignments for aterm.

An LMS button appears next to each LM S class on these pages either when a provider for authentication is
identified or when an LMS URL is provided on the Schedule of Classes - LMS Data page. The LM S button
works the same on the Student Center and My Class Schedul e self-service pages for students and on the
Faculty Center page for instructors.

Self-service users can aso access alist of LM S providers and select the appropriate provider link to directly
access their home pagein that LM S provider's website.
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See Also

PeopleSoft Enterprise Sudent Records 9.0 PeopleBook, "Managing Interoperability for LMSs'

My Oracle Support, PeopleSoft Student Records, "Configuring Y our Learning Management System Third-
Party Vendors for PeopleSoft Campus Solutions®

PeopleSoft Enterprise Student Records 9.0 PeopleBook, "Managing Interoperability for LM Ss," Defining
LMS Providers

Using the LMS Button to Access the LMS Website
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Self-services users can access the Student Center or My Class Schedule self-service page and click the LMS
button to transfer to the appropriate external LM S site.

When an LMS provider isidentified for authentication and the student clicks the LMS button on a self-
service page, the system authenticates the user and directly accesses the academic content for the specified
class within the external LM S. With authentication, the user does not have to log in to the external site.

If instead of aprovider an LMS URL is specified, no authentication takes place. The system transfers the
student to the specified URL, such as an instructor's website, where he or she might haveto login.

For students, the LM S button appears next to an LM S classif they are enrolled in that class and have not
dropped or withdrawn from the class.

If neither an LM S provider nor an LMS URL is assighed, the LM S button does not appear.
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Using Self-Service Degree

Progress/Graduation

This chapter discusses how to:

« View the Degree Progress report using self-service pages.

« Apply for graduation using self-service pages.

Viewing the Degree Progress Report Using Self-Service Pages

Students can view the Degree Progress report using pages in PeopleSoft Campus Self Service.

This section lists the pages used to view the Degree Progress Report using self-service pages.

Pages Used to View the Degree Progress Report Through Self-Service Pages

Page Name Definition Name Navigation Usage
Degree Progress Report SS_ES AARPT_TYPE Self Service, Degree Students can request a
Progress/Graduation, View | Degree Progress report by

Degree Progress Report

selecting their institution
and areport type, and then
clicking the Go button.

Quick What-If Analysis
Report

SA_REQST DTL_SEC3

Click the Quick What-1f
button on the Degree
Progress Report page.

Students can run a quick
what-if scenario.

Course List What-If
Analysis

SA_REQ_CRSE_WHIF2

Click the Course List What-
If button on the Degree
Progress Report page.

Students can run course list
what-if scenarios.

Create What-1f Scenario

SAA_SS WHATIF

Self Service, Degree
Progress/Graduation, View
What-1f Report

Click the Create New
Report button on the Report
Selection page.

Students can run a create
what-if scenario.
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Page Name Definition Name Navigation Usage
My Academic SAA_SS DPR_AAL Self Service, Degree Students can view their
Requirements Progress/Graduation, My planned or completed

Academic Requirements

academic regquirements.

Applying for Graduation Using Self-Service Pages

This section provides an overview of the self-service application process, lists a prerequisite, and lists the
pages used to apply for graduation using self-service pages.

Understanding the Self-Service Application Process

Campus Self Service enables students to submit requests for graduation over the internet using a single self-
service transaction. A successful self-service application updates a student's Program/Plan record with a new
effective-dated row and program action of Data Change. The self-service application also updates the
student's degree checkout status to Applied. Y ou can use the Graduation Processing and Reporting feature to
select this population of students and to track and update their degree checkout progress through graduation.

Later, degree checkout counsel ors and academic advisors who are evaluating and approving student
applications for graduation can use the Graduation Reporting component (RUNCTL_GRAD_RPT) to query
and identify a student as part of alarger student population in the system (students with a degree checkout
status equal to Applied).

Prerequisite

Before students can use the self-service Apply for Graduation feature, you must define valid graduation terms
on the Term Calendar 4 page. For each graduation term, you must specify arange of days during which a
student must apply for the graduation term. For example, you can set up aterm of fall 2005 with avalid date
range of September 1, 2004, through August 15, 2005. Students who use the salf-service Apply for
Graduation feature between the dates of September 1, 2004, and August 15, 2005, see Fall 2005 as one of the
graduation term choices.

Pages Used to Apply for Graduation Using Self-Service Pages

Page Name Definition Name Navigation Usage

SS_GRAD_APPLY Students view the academic
programs for which they are
eligible to apply for
graduation.

Apply for Graduation -

e Self Service, Degree
Select Program and Degree

Progress/Graduation,
Apply for Graduation

e Student Center, My
Academics

Click the Apply for
Graduation link on the
My Academics page.
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Page Name Definition Name Navigation Usage
Apply for Graduation - SS_GRAD_APPLY2 +  Self Service, Degree Students specify the
Select Graduation Term Progress/Graduation, graduation term for which
Apply for Graduation | they are applying.
e Click an academic
program on the Apply
for Graduation - Select
Program and Degree
page.
Apply for Graduation - SS_GRAD_APPLY3 «  Self Service, Degree Students verify the accuracy
Verify Graduation Data Progress/Graduation, of arequest and then
Apply for Graduation | Proceed to submit the
request. Students also have
+  Click the Continue the option to select a
button after selecting a | different program (if
graduation term. applicable) or adifferent
Alternatively, if term.
applicable, select the
Select Different
Program button.
Apply for Graduation - SS_GRAD_APPLY4 +  Self Service, Degree Students receive

Submit Confirmation

Progress/Graduation,
Apply for Graduation

e Click the Submit
Application button on
the Apply for
Graduation - Verify
Graduation Data page.

confirmation from the
system that their application
for graduation was
submitted successfully.
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Using Student Financials Self Service

This chapter provides an overview of the PeopleSoft Student Financials self-service application and discusses
how students can:

» View outstanding charges, payments, financial aid, and refunds.
» Create credit card profiles.

» Make self-service payments.

«  Purchase miscellaneous items.

» Useaccount services.

Understanding Student Financials Self Service

Students use Student Financials self service to view outstanding charges, payments, financial aid, and
refunds; create and store credit card or eCheck payment profiles, make self-service payments, purchase
miscellaneous items, and use account services. What students see when they access Student Financials self
service depends on what your ingtitution has defined on the setup pages. For example, you can use Institution
Setsto specify not only that students view their account activity by business unit, term, or charge, but you can
also decide whether to display payment history, pending payments, charges due, and financial aid totals.

See Chapter 6, "Setting Up Student Financials Self Service," Setting Up Institution Sets, page 38.

The navigation tabs that are used in Student Financials self service are defined on the Navigation Tabs Setup
page.

See Also

Chapter 3, "Setting Up Self-Service Navigation," page 9

Viewing Outstanding Charges, Payments, Financial Aid, and
Refunds

This section discusses how to:

» View an account summary.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved. 159



Using Student Financials Self Service Chapter 17

« View account activity.
» View charges due details.

« View details by due date.

View details by charge.

View charges due details by due date.

View invoices due detail.

View invoice detail.

View payment history.

View the charges paid by a payment.

View pending financial aid.

Pages Used to View Outstanding Charges, Payments, Financial Aid, and
Refunds

Page Name

Definition Name

Navigation

Usage

Account Inquiry - Account
Summary

SSF_SS ACCT_SUMM

Self Service, Campus
Finances, Account Inquiry,
Account Inquiry - Account
Summary

Review a summary of
outstanding charges and
deposits, pending payments,
pending financial aid, and
total due.

Account Inquiry - Account
Activity

SSF_SS ACCT_ACTVTY

Self Service, Campus
Finances, Account Inquiry,
Account Inquiry - Account
Activity

Click the Activity link or a
tab on any page.

Review al of the account
activity that has transpired
over afixed period of time.
Account activity can
include any transactions that
have been posted to the
student's account, including
charges, cash, checks, credit
card payments, financia

aid, refunds, and so on.
Administrators can suppress
this page from appearing
using the SF Institution Set
setup.

Account Inquiry - Charges
Due

SSF_SS CHRGS DUE

e Self Service, Campus
Finances, Account
Inquiry, Account
Inquiry - Charges Due

e Click the Charges Due
link or atab on any

page.

Review al outstanding
charges and deposits
incurred to date, including
charge details.
Administrators can suppress
this page from appearing to
the student using the SF
Institution Set setup.
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Page Name

Definition Name

Navigation

Usage

Account Inquiry - Payment
History

SSF_SS PMT_HIST

Self Service, Campus
Finances, Account Inquiry,
Account Inquiry - Payments

Click the Paymentslink or a
tab on any page.

Review all payments posted
to the account.
Administrators can suppress
this page from appearing to
the student using the SF
Institution Set setup.
Administrators can select
whether pending payments
will appear on this page and
whether students are
permitted to drill down
through posted payments to
see which charges were
reduced by those payments.

Account Inquiry - Pending
Financia Aid

SSF_SS PEND_FINAID

Self Service, Campus
Finances, Account Inquiry,
Account Inquiry - Pending
Financia Aid

Click the Pending Aid link
or atab on any page.

Review pending or
anticipated aid that has yet
been posted to the account.
Pending financia aid
amounts can be viewed by
all terms or by specific
terms. Administrators can
suppress this page from
appearing to the student
using the SF Institution Set
setup.

Viewing an Account Summary

Access the Account Inquiry - Account Summary page (Self Service, Campus Finances, Account Inquiry,
Account Inquiry - Account Summary).
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Lauretta Lewis

Account Inguiry

[

T(Eleﬂronic Paymenmts/Purchases W

Account Services

Account Summary

| SUmmany activity

” charges due

payments pending aid |

You owe 5,629.00. For the breakdown, access

2,629.00
0,00

n Due Mow
n Future Due

** ¥You have a past due balance of 5,629.00. **

Charges Due

Financial Aid

Outstanding pendin Pending
Campus Term Charges & 9 Financial Total Due
- Payments -
Deposits Aid
[2=1
. . 2005 Fall S5,62%9.00 S5,62%9.00
University
Total 5,629.00 5,629.00

Currency used is US Dollar.

[ Remittance Addresses

M AKE & F‘AYMENTI

Account Inguiry

Surnrnary  Activity

Electronic Payments /purchases

Charges Due

Account Services

Pavrments Pending Aid

Ig-:u to ..,

=®

Account Inquiry - Account Summary page

Charges Due

Due Now and Future
Due

Past Due Balance

162

Click to access the Charges Due page.

The amounts that appear are based on the parameters that are set up in the Days
in future for 'due now' field on the Institution Set page. The formula used to
calculate the value in the Due Now field is any chargesincurred through today's
date plus the number of days specified. The formula used to calculate the valuein
the Future Due field is any charges incurred after today's date plus the number of
days specified.

This amount represents charges that were incurred through yesterday (current
date minus 1).

See Chapter 6, "Setting Up Student Financials Self Service," Defining Basic
I nstitution Set Parameters, page 39.
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What | Owe Table

The columns that appear in the What | Owe table are based on the allocation level that you specified on the

Institution Set page. An administrator can suppress the Pending Payments and Pending Financial Aid
columns.

Remittance Addresses

The address that appears is based on the location that you selected on the SF Business Unit page.

Viewing Account Activity

Access the Account Inquiry - Account Activity page (Self Service, Campus Finances, Account Inquiry,
Account Inquiry - Account Activity).
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»

f Account Inguiry W(Elec’tr-:rni{: Payments/Purchases 1( Account Services ]

Lauretta Lawis

| SUmMMmary ” activity ” charges due ” payments ” pending aid |

Account Activity

PS University From |12/09/2005 [3 To |0&/09/z006 [3] |all Terms =] £|
Transactions Find | View All First " 1-10 of 11 O
Egi;‘!d Item Term Charge Payment| Refund
0&/08/2006 Administrative Fees ggrnlﬁng Qtr 5,00

0&/08/2008 Administrative Fees ggfllﬁ'ng Qtr 5.00

0&6/08/2006 Book Fees ggr':'iﬁng atr 29,95

06/08/2006 g;‘ff::ecard > Ball ggf’iﬁng Qtr 347,39
06/08/2006 GST Tax gsr':'iﬁng Otr 7. 60

06/08/2006 GST Tax ggr':'ieng Qtr 7.00

0&6/08/2006 Gym Fees ggr':'iﬁng otr 152,00

06/08/2006 Gyrm Fees ggf'iﬁng otr 140,00

0&6/08/2006 PST Tax ggr':'iﬁng tr 3,04

0&6/08/2006 PST Tax ggf’iig otr 2,80

First I 1-10 of 11 [} ] Last

Currency used is US Dollar,

M AKE & F‘AYMENT'

Financial Aid

Account Inquiry - Account Activity page

Chapter 17

Students can filter account activity by campus and term for specific dates or arange of dates. Additionally,

students can use Find to search for specific transactions.

Viewing Charges Due Details

164

Access the Account Inquiry - Charges Due page (Self Service, Campus Financials, Account Inquiry, Account

Inquiry - Charges Due).
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Lauretta Lewis

[ Account Ingquiry

\I( Electronic Payments/Purchases ] (

Account Services ]
| SUMIMmary ” activity

payments ”

” charges due || pending aid |

Charges Due

Following iz a Running Totals surmmary by due date of the chargesz and depasits that vou awe,
Feview either the Details by Due Date table or the Details by Charge table to see the specific
charges,

Summary of Charges by Due
Date

Find | Wiew All

First ) 1-2 of 2
Due Date Due Amount Running Total
oaf09/2005 2,814,350
no9/z4/2005

2,814.50
2,814,50

5,629.00

Currency used is US Dollar,

¥ Details by Due Date

Currency used iz US Dollar,

Account Inquiry - Charges Due page (1 of 2)
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= o

I.ﬂxll Terms

Currency used is US Dollar

First |

AT
Customize | Find | ==

1-3 of 3

Yiew By PS5 University

™ Details by Charge Find | Yiew All First 21 1-3 of 3 L% Last
Charge Due Date Term Amount
Tuition multiple 2005 Fall 5.629.00
Total due for this view 5,629.00
Total due 5,6209.00

| Last

¥ Invoices Due First 1 1 of 1 % Last
Invoice Date Invoice Number Invoice Amount Due Date
08/30/2005 1098-T PSUNWOOOOOOO00O3 S629.00 09/06/2005

MAKE & PAYRMENT

Financial Aid

Account Inquiry Electronic Payments /purchases Account Services

Charges Due Pavrnents Pending Aid

=®

Surmrnary Activity

Ign:\ to o,

Account Inquiry - Charges Due page (2 of 2)

Chapter 17

This page shows three different views of the student's outstanding charges due: a summary of charges by due
date, details by due date, and details by type of charge. Click the Details by Due Date region or the Details by

Charge region to see the details.

Details by Due Date Expand this region to view charge details by due date.

Detailsby Charge

Invoices Due Expand the Invoice Due region to view invoice details.

Viewing Details by Due Date

Access the Details by Due Date page.

Expand this region to view charge details. Students can filter these by term.

Note. The system displays charges by date within aterm.
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¥ Details by Due Date Find | ¥iew All First %) 1-2 of 2 %) Last
Due Running

Due Date Charge Term Amount Total
094092005 Tuition 2005 Fall 2,314.50 2,314.50
09f24/200%5 Tuition 2005 Fall 2,814.50 3,129.00

First | 1-2 of 2 7] Last

Currency used is US Dallar,

Details by Due Date page

Viewing Details by Charge
Access the Details by Charge page.

¥ Details by Charge Find | ¥iew All First %/ 1-3 of 2 %) Last
Charge Due Date Term Amount
Tuition rmultiple Z005 Fall 5.,129.00
5,129.00

5,129.00

First = 1-3 0f 32 LZ| Last

Currency used iz US Dollar,

Details by Charge page
The system displays charges based on the selection in the View By field.

View By Filter the charges due by campus and by term.

multiple If acharge has multiple due dates, click thislink to check those dates.

Viewing Charges Due Details by Due Date

Access the Detail By Charge page.
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Detail By Charge
Tuitien

Details by Due Date

Due Date Due Amount
09/03/2005 2314.50
0972472005 2814.50

Feturn to Charges Due

Detail By Charge page

Click Return to Charges Due to return to the previous page.

Viewing Invoices Due Detalil

Access the Invoices Due page.

- -
Invaices Due

Customize | Find | First %/ 1 of 1

| Last
Invoice Date Invoice Number Invoice Amount Due Date
08/30/2005 10%98-T PSUMWOOOOOOO0O0O03 Se29.00 09/06/2005

Invoices Due page

This page displays information about invoices that are due.

Viewing Invoice Detail

Access the Invoice Detail page.

Invoice Detail

Item Description |Date Posted Item Amount
Tuition neg/20/2005 2,814,320
Tuition ne/30/2005 2,814,350

Feturn to Charges Due

Invoice Detail page

168 Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.



Chapter 17

Viewing Payment History

Access the Account Inquiry - Payment History page (Self Service, Campus Finances, Account Inquiry,

Account Inquiry - Payments).

Using Student Financials Self Service

Payment History

Yiewr By

Posted Payments

PSS University Fro

o 1z/0%/z005 [H) 1, [0eso9szo0e [H) EI

1-3 of 2 %) Last

Find | ¥iew All First U

Paid Amount

wiew

Currency used iz US Dollar

Pending Payments

Date Paid Payment Type
eCheck Credit Card Iterm Type -

0&/08/2006 Fef # 000000000002 =05.00
Credit Card - Self Sarvice - Ref #

0&fO2/2006 OO00oonnnnns 247,39
Total Posted Payments for this 352.39

First [ 1-30f 2 Ll Last

Lauretta Lewis gota ... =
( Account Inguiry W(Electronic Payments Purchases ]f Account Services ]
| SUmmary || activity ” charges due ” payments ” pending aicd |

Currency used iz US Dollar,

Financial Aid

. Account Payment
Date Paid Reference Nbr Number |[F2¥ment Type Amount
0&/02/2006 gooooooooodio oos Credit Card i,005.00
0&/058/ 2006 oooooQooooooy oos Credit Card i,005.00
Total Pending 2,010.00
Payments

Sumrnary  Activity Charges Due

Account Inquiry Electronic Payments /purchases Account Services

Pavrment: Pending Aid

Ign:rtn:... ;I@

Account Inquiry - Payment History page

Students can filter all posted and pending payment activity by date.
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Paid Amount Click to view the specific charges paid by this payment.

Viewing the Charges Paid by a Payment
Access the Payment History - Charges Paid by this Payment page.

Pavment History - Charges Paid by this Payment

06/08/2006 eCheck Credit Card Item Type

Applied
Payment Breakdown Term Payment
Amount
Tuition 2005 Fall S00,00
Administrative Fees 2006 Spring Qtr 5.00
Total Payment Amount 505.00

Beturn to Pavrnent History

Payment History - Charges Paid by this Payment page

Click the Return to Payment History link to return to the previous page.

Viewing Pending Financial Aid

Access the Account Inquiry - Pending Financial Aid page (Self Service, Campus Finances, Account Inquiry,
Account Inquiry - Pending Financial Aid).
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Lauretta Lewis

[ Account Inguiry WElectronic Paymemts Purchases ]( Account Services \I

| sSUmmary || activity ” charges due || payments ” pending aid |

Pending Financial Aid

Pending Financial Aid

“ou have no pending financial aid at this timme.

Financial Aid

Account Inguiry Electronic Payments /‘purchases Account Services

Sumrnary  Acivity Charges Due Payrmients Pending Aid

Igntn... ;I@

Account Inquiry - Pending Financial Aid page

View pending financial aid amounts by all terms or by specific terms.

Financial Aid Click to access financia aid information.

See Chapter 18, "Using Financial Aid Salf Service," page 215.

Creating Payment Profiles

This section provides an overview of self-service payment profiles and discusses how to:

« Add and delete payment profiles.

» View and edit payment profile details.

Understanding Self-Service Payment Profiles

Student Financials enables students to create payment profiles for their various eCheck (checking, savings, or
both) or credit card (Visa, MasterCard, American Express, and so on) accounts. By establishing payment
profiles, students enter their eCheck and credit card information only once in the Payment Profile component
(SS_SF ACCT_PROFILE). Then, when they make self-service payments, students select the desired
payment profileinstead of entering their account information. In addition, if a student designates a payment
profile as preferred, the system selects that payment profile by default when the student makes a self-service
payment.
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Note. Payment Profile functionality is not available if you use a hosted payment solution to process your
ePayment transactions. Student Financials supports Payment Profiles for customers using non-hosted
payment including both Integration Broker and Business Interlink solutions.

Refer to the following section Understanding Payment Profile Setup for the steps required to make Payment
Profile unavailable.

Understanding Payment Profile Setup

Use the Self Service Payment Profile check box on the SF Installation 2 page to determine whether to allow
students to create, save, and use payment profiles. When the check box is selected, existing self-service
payment profiles are retained and students can create and save new profiles.

Note. Clearing the check box does not automatically prevent students from creating and maintaining
profiles—you must also run the SSF_PPROFDEL process and remove the Payment Profile component from
all permission lists—-as documented in the setup chapter.

See PeopleSoft Enterprise Student Financials 9.0 PeopleBook, "Completing Student Financials General
Setup," Setting Up Installation Parameters and Keywords.

If you clear the Self Service Payment Profile check box on the SF Installation 2 page, run the
SSF PPROFDEL process, and remove the Payment Profile component from all permission lists.

» The Payment Profile component is not available in Self Service.

» The payment profile tab and payment profile details are not available on any pagesin the Make a Payment
component or the Purchase Miscellaneous Items component.

Payment profile buttons do not appear on the Make a Payment - Specify Payment Details page or the
Purchase Items - Specify Payment Details page. Students cannot save a payment profile or use an existing
profile during the payment transaction.

Payment profile details do not appear in the Confirmation Details section on the Make a Payment —
Payment Result page.

Pages Used to Create Self-Service Payment Profiles

Page Name Definition Name Navigation Usage
Electronic SS_SF_ACCT_PROFILE Self Service, Campus View payment profiles. If
Payments/Purchases - Finances, Electronic students have established
Payment Profile - Payment Payments/Purchases - profiles, they appear here.
Profile Summary Payment Profile - Payment

Profile Summary
Electronic SS_SF_ACCT_PRFL_D Self Service, Campus View payment profiles.
Payments/Purchases - Finances, Payment Profile,
Payment Profile - Profile Electronic
Detail Payments/Purchases -

Payment Profile - Profile

Detail. Click the link of the

appropriate profile.
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Page Name Definition Name Navigation Usage
Electronic SS_SF_ACCT_PRFL_D Click the Edit or Delete Edit or delete details for
Payments/Purchases - button next to the payment profiles.

Payment Profile

Payment Profile - Edit

appropriate profile to edit or
delete the details of the
payment profile.

Adding and Deleting Payment Profiles

Access the Electronic Payments/Purchases - Payment Profile - Payment Profile Summary page (Self Service,
Campus Finances, Payment Profile, Electronic Payments/Purchases - Payment Profile - Payment Profile

Summary).

Robert Cooper

Igc to ...

H®

( Account Inguiry

\I( Electronic Payments/Purchases ](

| make a payment

Payvment Profile

” purchase items

Account Services ]

” payment profile |

Pavment Profile Summary

Below i= a list of vour payment profiles. To view the details, click the profile name. To add

a profile, click Add a Profile.

Payment Profile Profile Type Edit Profile E::I;ill:z
RCOOPVISA Credit Card edit |  delete |
RCOOPMCARD Credit Card edit |  delete |
RCOOPMCZ Credit Card adit I delete I
RCOOP GOODVISA Credit Card edit I delete I
ADD A PROFILE |

Electronic Payments/Purchases - Payment Profile - Payment Profile Summary page

If astudent has not yet created a payment profile, the table is empty. Click the Add A Profile button to create

apayment profile.

Payment Profile

Profile Type
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Click alink under this heading to access a view-only version of the Payment
Profile - Payment Profile Summary page.

Indicates whether the profileisfor an Electronic Check or Credit Card account.
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Edit Profile Click to access an editable version of the Payment Profile - Payment Profile
Summary page.

Delete Profile Click next to the payment profile that you want to delete.

Add aProfile Click to add a new payment profile.

Viewing and Editing Payment Profile Details

Access the Electronic Payments/Purchases - Payment Profile - Profile Detail page (Self Service, Campus
Finances, Payment Profile, Payment Profile - Profile Detail and click the link of the appropriate profile).
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Lauretta Lewis go to ... @
[. Account Inguiry W(Electronic Payments Purchases ]( Account Services \I
| make a payment || purchase items ” payment profile |

Payment Profile

Profile Detail

DescrHpton Lawisico 005 I_ Preferred Account
Short Descrption CCo00s
Profile Type Credit Card
First Manme Lauretta
Last Mame Lewis
Email Address ps@ps.com
Telephone 123 4567590
Creditcod
Credit Card Type Arnerican Express
Card Number AFE2822456310005
Expiration Date a9 ; zZooz

Feturn to Pavrnent Profile

Financial Aid

Account Inguiry Electronic Payments ‘purchases Account Services

Make & Pavrnent Puorchase Iterns Pavrnent Profile

go to ... @

Electronic Payments/Purchases - Payment Profile - Profile Detail page

Preferred Account Select to designate this payment profile (Edit mode only) as the one that the
system selects by default whenever the student makes a self-service payment. A
student can have only one preferred payment profile per profile (or payment)

type.
Profile Type Specify whether the profile is for an Electronic Check or Credit Card account. If

you select Electronic Check, the eCheck group box becomes available. If you
select Credit Card, the Credit Card group box becomes available.
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eCheck

Specify whether the account that you are defining is a checking or savings account and enter the appropriate
routing and account numbers.

Credit Card

Select the credit card type and enter the credit card number and expiration date.

Editing or Deleting Payment Profile Details

Access the Electronic Payments/Purchases - Payment Profile - Edit Payment Profile page (click the Edit or
Delete button next to the appropriate profile to edit or delete the details of the payment profile).

The credit card type and credit card number are read-only, and the card number is masked.

Robert Cooper [gote ... =&
( Account Inquiry ](Electrnnic Payments-‘PurchasesW Account Services ]
| make a payment ” purchase items || payment profile |

Payment Profile

Edit Payvment Profile

Description |RCDDP‘JISA " preferred Account
Short Description RCOOPVISA

Profile Type Credit Card

First Name |RD|:|EI't

Last Name |C-:u:||:|er

Email Address |

Telephone |

Credit Card

Credit Card Type Visa Card
Card Number MOOOOOO0000{1111
Expiration Date IUS ;I / IEUUB ;I

Beturn to Payment Profile SAVE PAYMENT PROFILE

Electronic Payments/Purchases - Payment Profile - Edit Payment Profile page
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Making Self-Service Payments

This section provides an overview of self-service payments, lists prerequisites, and discusses how to:

»  Specify payment amounts.

»  Select payment methods.

» Redirect to hosted payment site.

»  Specify payment details (hosted payment).

» Specify payment details (non-hosted payment).

« Confirm payments (hosted and non-hosted payments).

»  View successful payment results (hosted and non-hosted payments).

» View declined payment results (hosted and non-hosted payments).

Understanding Self-Service Payments

The self-service feature of PeopleSoft Student Financials enables students to access their account information
and make payments over the internet. The self-service pages can be accessed from the Student Center, the
Account Inquiry page, or the menu navigation.

Self-Service Account Review

Students often want to view their account information more than once a month when they receive their
statements from the institution. Using self service, students can view up-to-date information about their
accounts at any time.

Total Due Charges Review

When students want to know how much money they owe to the institution, they may not want to review all of
their account activity for each term. The Campus Finances self-service component provides a direct way for
students to see their due charges.

Self-Service Payments

The Make a Payment self-service component (SSF_SS PAYMENT) enables students to make electronic
payments toward their account, using credit card or eCheck depending on the form of payment that your

institution accepts. Additionally, if you set up your institution to allow it, students can allocate their self-
service payments to specific charges.

The Make a Payment pages appear and function differently depending on whether you use the hosted
payment feature.
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If you use the hosted payment feature for self-service ePayment transactions, the step numbers that represent
the number of pages or steps required to compl ete the transaction do not appear on the Make a Payment pages
because part of the transaction is performed on the external hosted payment provider site. The numbers
appear on the pages if you do not use hosted payment.

Note. If your setup allows for the charges that are payable by credit card to be different from the charges that
are payable by electronic check, the Select Payment Method page appears before the Specify Payment
Amount page. If the charge priority isthe same for credit card and electronic check, the Specify Payment
Amount page appears first because it does not change regardless of the payment method that the student
selects. The order of appearance of the pages is the same whether you use hosted or non-hosted payment.

See PeopleSoft Enterprise Sudent Financials 9.0 PeopleBook, "Completing Student Financials General
Setup," Setting Up Installation Parameters and Keywords.

Note. Whether payment profile functionality is available in the Make a Payment component depends on your
self-service setup and also on whether you use hosted payment.

See Chapter 17, "Using Student Financials Self Service," Understanding Self-Service Payment Profiles, page
171.

See PeopleSoft Enterprise Sudent Financials 9.0 PeopleBook, "Completing Student Financials General
Setup,” Setting Up Installation Parameters and Keywords.

See Electronic Payment Integration Developer's Reference Guide. The guide is posted to My Oracle Support.

Messaging

The PeopleSoft application delivers a set of messages that accompany many of the self-service pages. These

messages are intended to help students through the self-service experience. These messages are user-defined

in the Message Catalog, and they can be modified by an administrator. They appear at the top of most pages.

For instance, if a student is paying with an eCheck, then the student receives the following message about his
or her Personal Identification Number (PIN) as a potential requirement for user authentication: You will need
your PIN in order to submit an eCheck Transaction. Messages can be changed only by an administrator.

Prerequisites

178

Before students can access their accounts over the internet, you must set up your PeopleSoft Student
Financials system to allow them to do so by setting up a Payment Merchant, SF Merchant, and Institution Set.
The choices that you make when setting up an institution set determine what your students can see and do
when accessing their accounts. Different fields and pages are available to your students depending on how
you set up the institution set.

See PeopleSoft Enterprise Sudent Financials 9.0 PeopleBook, " Setting Up ePayment Processing,” Setting Up
Payment Merchants.

See Chapter 6, "Setting Up Student Financials Self Service," Setting Up Institution Sets, page 38 and
PeopleSoft Enterprise Sudent Financials 9.0 PeopleBook, " Setting Up ePayment Processing," Setting Up SF
Merchants.
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Pages Used to Make Self-Service Payments

Page Name

Definition Name

Navigation

Usage

Electronic
Payments/Purchases - Make
aPayment - Specify

SSF_SS PMT_ALLOC

Self Service, Campus
Finances, Make a Payment,
Electronic

Specify the amount to pay
toward outstanding charges.

Payment Amount Payments/Purchases - Make
a Payment
Electronic SSF_SS PMT_METHOD Click the Next button on the| Depending on whether the

Payments/Purchases - Make

Make a Payment - Specify

institution supports both the

aPayment - Select Payment Payment Amount. eCheck and credit card

Method payment methods, select the
method by which to make a
payment.

Electronic SSF_SS PMT_MSG For hosted payment only: Advise students that their

Payments/Purchases - Make
aPayment - Confirm

Click the Next button on the
Make a Payment - Select

payments will be collected
through athird party

Payment Payment Method page. provider.
When a student clicks the
Continue to Make Payment
button, the student is
transferred to the third party
site to input credit card or
eCheck details.
Electronic SSF_SS PMT_CR_CARD For non-hosted payment Specify either the credit
Payments/Purchases - Make only: Click the Next button | card or eCheck payment
aPayment - Specify on the Make a Payment - details for the current
Payment Details Select Payment Method transaction.
page.

What is a Security Code

SSF_CVV_ABOUT

Click the What is a Security
Code?link on the Make a
Payment - Specify Payment
Details page.

Access information about
the Security Codethat is
located on credit cards.

Electronic
Payments/Purchases - Make
aPayment - Confirm

SSF_SS PMT_SUBMIT

For non-hosted payment,
click the Next button on the
Make a Payment - Specify

Confirm payment details.

This page appears
differently for hosted and

Payment Payment Details page. non-hosted payments.
For hosted payment, click
Continue from the third
party site.

Electronic SSF_SS PMT_RESULT Click the Submit button on | View successful and

Payments/Purchases - Make
aPayment - Payment Result

the Make a Payment -
Confirm Payment page.

declined payment results.
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Specifying Payment Amounts

Chapter 17

The transaction flow that is discussed here assumes that charge priorities for credit card and echeck are the

same—therefore, the Make a Payment - Specify Payment Amount page appears first.

Access the Make a Payment - Specify Payment Amount page.

Make a Payment

|

stephanusv Zrossi lgoto ... v |
( Account Inguiry W Electronic Paymients Purchases
| make a payment ” payment profile

Specify Payment Amount

Listed below are the charges yvou are allowed to pay online, Your other charges can be
paid through the Cashiers office or mailed in separately,

fee will be added to vour eCheck payrment.

DescHpton

A 2% convenience fee will be added to vour Credit Card payrment. A 5,00 USD conveniance

Outstanding Payment
Charges Amount

Future PSUNY Charges 0.00

Currency used is US Dollar

CAMCEL | MEXT

100

[ My Charges

Account Inquiry Electronic Payments /purchases

Make & Pavrnent Pavrnent Profile

|gn:tn:... V|®

Make a Payment - Specify Payment Amount page

This page is the same for hosted and non-hosted payment modes, except that a message about a PIN being

required for echeck transactions appears for non-hosted payment.

What | Owe Table

The columns that appear in the What | Owe table are based on the allocation level that you specified on the

Institution Set page.

Payment Amount Enter different amounts for each of the charges that appear.
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pay all charges Click to pay all charges listed.
zer o out amounts Click to zero out amounts in the Payment Amount fields.
calculatetotal Click to calculate the amounts in the Payment Amount fields.

Charges Due Table
The Charges Due table is based on what your institution defined in the setup. If the allocation level that you
specified on the Ingtitution Set page is By Business Unit, the charge details will be grouped by business unit.

If the allocation level that you specified on the Institution Set page is By Term, the charge details will be
grouped by term within the business unit.

Multiple If acharge has multiple due dates, click thislink to check those dates.

Selecting Payment Methods

Access the Make a Payment - Select Payment Method page.

Stephanusv Zrossi go to ... |3
( Account Inguiry ]( Electronic Payments Purchases 1
| make a payment ” payment profile |

Make a Payment

Select Pavment Method

If you wish to use multiple credit cards or bank accounts to pay off vour balance, vou will
need to subrnit multiple transactions,

A 2% convenience fee will be added to your Credit Card payrment,. A 5,00 USD convenience

fee will be added to vour eCheck payrment.

Pay By Credit Card L

CANCEL PREWIOUS M EXT

Account Inquiry Electronic Payments /purchases

Make & Payvrnent Pavrment Profile

go to ... V@

Make a Payment - Select Payment Method page
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This appearance of this page is the same for hosted and non-hosted payment modes.

This page enables students to choose whether to pay by credit card or by eCheck. This page appears for
students only if you enter avalue in both the SF Credit Card Merchant ID and SF eCheck Merchant ID fields
for the associated institution set. If you allow only one type of payment, this page does not appear and the
only payment method available appears by default.

Note. The selection that a student makes determines which charges are eligible for payment according to the
charge priority list that the institution defined for the item type associated with the selected payment method.
For example, if a student selects Electronic Check, the Payment Details page and the Payment Amount page
display only the charges on the student's account that are eligible for payment by the eCheck item type
defined.

See Also

Chapter 6, "Setting Up Student Financials Self Service," Defining Basic Institution Set Parameters, page 39

PeopleSoft Enterprise Sudent Financials 9.0 PeopleBook, "Completing Student Financials General Setup,”
Defining Miscellaneous Parameters for Item Types

Redirecting to Hosted Payment Site

182

This section applies only if you use hosted payment mode.

If you use hosted payment, after a student selects a payment method and clicks NEXT on the Make a
Payment - Select Payment Method page, the Make a Payment - Confirm Payment page appears.

Access the Make a Payment - Confirm Payment page.
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Stephanusv Zrossi

v|®

( Account Ingquiry W Electronic Payments Purchases ]

| make a payment ” payment profile |

Make a Payment

Confirm Payvment
WARMIMG: DO MOT HIT THE BACK BUTTOMN O Y2UR BROWSER AT ANY POIMNT DURIMNG v2UR
TRAMNSACTION, IF ¥OU 02, vOUR TRAMSACTION WILL BE LOST,

To proceed with your payment, you need to enable cookies and javascript in your browser, If

you are unsure how to enable these, please click on the Browser Requirements link below,

@ Your payment of 102.00 USD will be collected through our secure third
party payment provider.

CANCEL FREWIOUS COMTINUE TO MAKE PAYMENT

Privacy Policy Browser Reguirernents

Account Inquiry Electronic Payments /‘purchases

Make & Payvrnent Pavrnent Profile

|g|:| to .. Vl@

Make a Payment - Confirm Payment page

The browser message, Browser Requirements link, and Privacy Policy link appear based on the setup on the
Electronic Payments and Payment Merchant pages.

See PeopleSoft Enterprise Sudent Financials 9.0 PeopleBook, " Setting Up ePayment Pracessing,” Defining
Electronic Payment Merchants.

See Chapter 6, "Setting Up Student Financials Self Service," Defining Self-Service ePayments for I nstitution
Sets, page 45.

Specifying Payment Details (Hosted Payment)
This section applies to hosted payment only.
When the student clicks the Continue to Make Payment button, information about the payment is sent to the
third party Payment provider, and the student is transferred to the third party site to input the credit card or
eCheck details.

Here is an example page:
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Sabricassy Unibersity

Make a Payment

Plegse enter the following information as it appedars an your cond.

Credit Card Type Wisa v

Credit Card Number

Expiration Date N W 2017w

Security Code What 15 thus?

Cardholder Name

CANCEL | CONTINUE

Sample third party page

The student enters payment details on the third party hosted site. The student clicks Continue to return to
Campus Solutions. Authorization does not occur here. Buttons and images on the page might be configurable
at the third party site.

If the student clicks Cancel from the third party hosted site, the student is taken to a page in self-service Make
a Payment which displays a message advising that the payment is cancel ed:
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Stephanusv Zrossi go to L. bt |®
( Account Inguiry ]( Electronic Payments Purchases ]
| make a payment || payment profile |

Make a Payment

@ You have canceled your payment. Your account will not be charged for
this transaction.

Account Inquiry Electronic Payments /‘purchases

Make & Payment Pavrnent Profile
| go to .., b |®

Make a Payment page: Canceled payment

The payment status is updated to Canceled. Similarly, if an error occurs, the student is taken to the Payment
Result page and the payment status is updated to Error.

Specifying Payment Details (Non-Hosted Payment)
This section applies to non-hosted payment only.
Access the Make a Payment - Specify Payment Details page.
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Grant Seymour

Account Inguiry

make & paymen

Make a Pavment

Payment Profils

Credit Card Typs
Card Humber
Expiration Date

Security Coda

Phone

Country

Address

Do you winh to sawe your ore

The billing address you specify mest matcd

o b ... e :__ )
Electronic PaymentsPurchases Acconant Sarvices
purchase ilems payment profile
El

3. Specify Pavment Details

You may specfy your paymaent amount after providing your account information,

A 12,00 USD convveniance fes wil be sdded to your payment.

it card information to a payment profile for future uss?

& vas, save my information "' Ko, do mot save my nformation

{exampla: My Credit Card)

Enter the information requested exacthy 25 it appears on your Credit card
Firat Hama Grart
Last Mame Saymour

salact Cradit Card Typa bt

salach Momth |V Sklact Yasr W

Whatlis B Seourity ooy’

s your credit cand company's records

Unmed Siates Edip Besdrays

5219 Cranas Bwa
Morth Hollywood. CA 95601

Make a Payment - Specify Payment Details page

Chapter 17

If astudent has not created a payment profile before accessing this page, the student must create one from this
page to be able to enter or confirm ePayment information.

Payment Profile options are only available if the Self Service Payment Profile check box is selected on the SF

Installation 2 page (Set Up SACR, Install, Student Fin Installation, SF Installation 2).

See PeopleSoft Enterprise Sudent Financials 9.0 PeopleBook, "Completing Student Financials General
Setup," Defining Keyword Edit Tables and a Null Due Date.

Create New Profile, Use Select one of these options, depending on whether a payment profile was already
Existing Profile, Donot  created.

use Profile, andSave

Payment Profile

Payment Profile

186

If the Use Existing Profile option is selected, the student cannot update the credit

card type, credit card number, account type or account number. Account specific
date can only be entered if the student selects one of the following options,

Create New Profile or Do not use Profile.

Y ou can also use this attribute to update an existing Payment Profile as part of

successfully transmitting an ePayment transaction.

If a student has created a payment profile, select it from the Payment Profile

drop-down list box.
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Depending on whether the student chose credit card or electronic check, the following fields will differ.

Credit Card Details

First Name and L ast
Name

Credit Card Type

Credit Card Number

Expiration Year and
Date

Security Code

What isa Security
Code?

Telephone

Country and Address

Edit Address

Enter thefirst and last name on the bank account.

Select the type of credit card to use. The type of credit card is masked.

Note. The type of credit card is masked.

Enter the credit card number.

Note. The credit card number is masked.

Enter the expiration year and date for the credit card.

Enter the Security Code that is located on the credit card.

It isasecurity feature for "card not present” transactions such as Internet
transactions.

The Security Code field is available if the Security Code Required check box is
selected on the SF Merchants page.

See PeopleSoft Enterprise Sudent Financials 9.0 PeopleBook, " Setting Up
ePayment Processing," Setting Up SF Merchants.

Click thislink to access the What is a Security Code page.

Enter the telephone number.

Based on the Address Usage option and the student's address table, the system
retrieves the appropriate address.

Click to change the address for the current ePayment transaction.

eCheck Account Details

First Name and L ast
Name

Bank Account Type
Routing Number

Account Number

Enter the first and last name on the bank account.

Select the type of bank account to use.
Enter the routing number for the bank account.

Enter the account number for the bank account. The eCheck account number is
masked.
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Telephone

Country and Address

Edit Address

Privacy Policy

Privacy Policy

Chapter 17

Enter the telephone number.

Based on the Address Usage option and the student's address table, the system
retrieves the appropriate address.

Click to change the address for the current ePayment transaction.

Thislink isavailableif the Display Privacy Policy check box is selected on the
Electronic Payments page (Set Up SACR, Common Definitions, Self Service,
Student Financials, SF Institution Set, Electronic Payments).

Confirming Payments (Hosted and Non-Hosted Payments)

188

The Make a Payment - Confirm Payment page confirms the payments that students want to submit. The
information that appears in the Payment Summary region reflects whether students made payments by credit

card or eCheck.

Information that is not collected, such as address and email, does not appear on this page.

The page appears differently for hosted and non-hosted payment modes.

Hosted Payment Mode

Access the Make a Payment - Confirm Payment page.
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Stephanusv Zrossi go to L b |®
( Aceount Ingquiry \I( Electronic Payments Purchases 1
| make a payment || payment profile |

Make a Payment

Confirm Pavment

If the information below is accurate, click the Submit buttan,

Payment Summary

Payment Amount 100,00
Convenience Fee 2,00
Total 102,00

Currency used is US Dollar,

Card Number 1111

CAMCEL SUBMIT

Account Inguiry Electronic Payments /purchases

Make A Pavrnent Pavrnent Profile

|gntu:-... V|®

Make a Payment - Confirm Payment page (hosted payment)

In hosted payment mode, the change payment amount and change payment details buttons are not available.
Only the CANCEL and SUBMIT buttons are availabl e to the student. The student cannot make changes to the

amount or payment details (credit card or bank account information) because of the external third party
provider relationship.

Depending on the third party provider, only the last 4 digits of the credit card number or bank number might
be retrieved from the third party payment provider and displayed to the student prior to the authorization.

Whether this information appears on the Confirm Payment page depends on whether the third party provider
sends the information to Student Financials.

Where possible, after the payment is authorized, the credit card type and bank account type are stored by
Student Financials in the database, as it is a valuable reconciliation tool.

If astudent clicks the CANCEL button, the payment is already saved as Initiated even if the student clicks
Y ES to confirm the cancellation action.

Non-Hosted Payment Mode

In non-hosted payment mode, more information, such as student details, appear on the page, and a student can
change payment amount or details using the change payment amount and change payment details buttons.
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If astudent clicks the CANCEL button, and then clicks Y es to confirm the cancellation action, the payment is

not saved.

Here is an example of the page in non-hosted mode:

Grant Seymour o b ... w ()
hmtm Ebectronic Paymenis/Purchases Arcount Servces
mabE & paEyTREnt purchase fems paymieni profile

Make a Pavment [ {4}

4. Confirm Pavment

I¥ the mfarmatsan below 18 sccurate, chek the Submit butten,

Paymant &esant 100,50 change payment amount |
Canvensence Fee 1200
Totsl 183200

Curmency wied i5 US Doller,

[ —— Grant change paymant details |
Lask Mame f LT

Cradit Card Type Wisa Card

Card Muwnshes ENOOOOOOO0NI 111

Card Exparation Hanth a2y 2010

Telaphans B18/BEE-ERES

Country wnited States

Address H3p9 Sraner dva
Morh Hollywood, CA 31601

camcel | emevious | [ suswir |

Make a Payment - Confirm Payment page (non-hosted payment)

Viewing Successful Payment Results (Hosted and Non-Hosted Payments)

190

Access the Make a Payment - Payment Result page.

Make a Payment 1 @

5. Pavment Result

f four payment has been accepted. Save the information below for your
reference.

Confirmation Details

Reference Mamber 000000000250 Payment Anunt 18,00
Crodit Cord Mumber 00001111 Transaction Date 0574/ 2008
Paymant Profile Martinertt1111 Transaction Status  Successfully Posted

Gurency wrad it UE Dollar.

VIEW CONFIRMED PATMENT | MAKE ANOTHER PATHWENT I

Make a Payment - Payment Result
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The page appears the same in hosted payment and non-hosted payment modes, except that in hosted mode, a
payment profileis not created and displayed on the page.

View Confirmed Click to go to the Payments tab to verify the recently submitted transaction. This
Payment button is available only following a successfully submitted transaction.

Make Another Payment Click to start the Make a Payment process from the beginning.

Viewing Declined Payment Results (Hosted and Non-Hosted Payments)

Access the Make a Payment - Payment Result page.

Stephanusv Zrossi go to ... b @
( Account Inguiry ]( Electronic Payments Purchases ]
| make a payment || payment profile |

Make a Payment

Pavment Result

0 Your credit card has been declined.

MAKE AWOTHER PAYWMENT

Account Inguiry Electronic Payments /purchases

Make & Payrment Pavrnent Profile

go to .., V@

Make a Payment - Payment Result page (payment declined)

In hosted payment mode, the RESUBMIT PAYMENT button is not available. The student can only make a
new payment.

Resubmit Payment This button is available only in non-hosted payment mode.

Click to review and edit the retained payment data. To start over, click Make
Another Payment.

Make Another Payment Click to begin the Make a Payment process from the beginning.
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Purchasing Miscellaneous Iltems

Y our institution may provide access to students and others to select and purchase miscellaneous items or
services outside of the regular tuition and fees calculated by Tuition Calculation. After selecting and
purchasing these items or services, you will be routed to Make a Payment pages, where the transaction will be
completed.

This section discusses how to:

« Purchase miscellaneousitems.
e Selectitems.

e Confirm an order.

» Make apayment.

Note. Whether payment profile functionality is available in the Purchase Miscellaneous Items component
depends on your self-service setup and on whether you use hosted payment.

See Chapter 17, "Using Student Financials Self Service," Understanding Self-Service Payment Profiles, page
171.

See PeopleSoft Enterprise Sudent Financials 9.0 PeopleBook, "Completing Student Financials General
Setup,” Setting Up Installation Parameters and Keywaords.

Note. Using hosted payment does not impact how you select items for purchase. However, the payment
process for purchasing miscellaneous items is different depending on whether you use hosted or non-hosted
payment. Refer to the Making Self-Service Payments section earlier in this chapter.

See Chapter 17, "Using Student Financials Self Service," Making Self-Service Payments, page 177.

Pages Used to Purchase Miscellaneous Items

Page Name Definition Name Navigation Usage

Electronic SSF_SS BU_SELECT «  Self Service, Campus | Select the campus from
Payments/Purchases - Finances, Purchase which to make a purchase.
Purchase Items - Select Miscellaneous ltems -

Campus Select Campus

e Accessstep 1 of the
Purchase Items Wizard.
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Page Name Definition Name Navigation Usage
Electronic SSF_SS MISC_PUR «  Sdf Service, Campus | Enter the quantity of the
Payments/Purchases - Finances, Electronic purchased items.

Purchase Items - Select
Items

Payments/Purchases -
Purchase Miscellaneous
Items - Select Campus
Click the Next button.

e Accessstep 2 of the
Purchase Items Wizard.

Electronic
Payments/Purchases -
Purchase Items - Confirm
Order

SSF_SS PMT_ITMCONF

e Self Service, Campus
Finances, Electronic
Payments/Purchases -
Purchase Miscellaneous
Items - Select Items

Click the Next button.

e Accessstep 3 of the
Purchase Items Wizard.

Verify the amount and total
of theitemsto be
purchased.

Electronic SSF_SS PMT_METHOD Click the Next button on the| Depending on whether the

Payments/Purchases - Purchase Items - Confirm institution supports both the

Purchase Items- Select Order page eCheck and credit card

Payment Method payment methods, select the
method by which to make a
payment.

Electronic SSF_SS PMT_MSG For hosted payment only: Advise students that their

Payments/Purchases - Click the Next button on the| payments will be collected

Purchase Items - Confirm
Payment

Purchase Items - Select
Payment Method page.

through athird party
provider.

When a student clicks the
Continue to Make Payment
button, the student is
transferred to the third party
site to input credit card or

eCheck details.
Electronic SSF_SS PMT_CR_CARD For non-hosted payment Specify either the credit
Payments/Purchases - only: Click the Next button | card or eCheck payment
Purchase Items - Specify on the Purchase Items - details for the current
Payment Details Select Payment Method transaction.
page.

What is a Security Code

SSF_CVV_ABOUT

Click the What is a Security
Code? link on the Purchase
Items - Specify Payment
Details page.

Access information about
the Security Code that is
located on credit cards.
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Page Name Definition Name Navigation Usage
Electronic SSF_SS PMT_SUBMIT For non-hosted payment, Confirm payment details.
Payments/Purchases - click the Next button on the This pace a00ears
Purchase Items- Confirm Purchase Items - Specify i ffer%?l%yi%? hosted and
Payment Payment Details page. non-hosted payments.
For hosted payment, click
Continue from the third
party site.
Electronic SSF_SS PMT_RESULT Click the Submit button on | View successful and
Payments/Purchases - the Purchase ltems - declined payment results.
Purchase Items - Payment Confirm Payment page.
Result

Purchasing Miscellaneous Items

Access the Electronic Payments/Purchases - Purchase Items - Select Campus page (Self Service, Campus
Finances, Electronic Payments/Purchases - Purchase Miscellaneous Items, Select Campus).

Lauretta Lewis

Ign to .,

=®

( Account Inguiry

T(Electl onic Payments Purchases W

| make a payment

Purchase Items

|| purchase items

Account Services 1

” payment profile |

m___

1. Select Campus

button,

Campus

Select the Campus from which wou wish to malke yvour purchases, Click the NEXT push

I PSS University

=l

CANCEL |

MEXT

Electronic Payments/Purchases - Purchase Items - Select Campus page

Selecting Items

Access the Electronic Payments/Purchases - Purchase Items - Select Items page (Self Service, Campus
Finances, Electronic Payments/Purchases - Purchase Miscellaneous Items - Select Campus and click the Next

button).
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Lauretta Lawis

Ign tao .,

=®

( Account Inguiry

W(Electronic Payments Purchases ] (

make a payment

Purchase Items

purchase items

Account Services

]

” payment profile

2. Select Ttems

Enter the quantity for the iterms vou wish to purchase, Use the calculate total push
buttan to calculate the total armount of yvour purchase, Click NEXT to confirm yvour

purchases,

Awailable Items Unit Price Quantity| Item Total
PS Uni ws, Cal Tech 35.00 4 140,00
PS Uni ws, USE 38.00 4 152,00
Football Tickets Total 292,00
Avwailable Items Unit Price| Quantity| Item Total
Mewsweealk 19,95 0.00
TIME Magazine 29,95 1 29,95
Magazines Total 29.95
Currency used is US Dollar, Total 321.495
calculate total I

CANCEL PREVIOUS MEXT |

Electronic Payments/Purchases - Purchase Items - Select Items page

Students can make multiple transactions at one time. For term-based selections, current and future terms will
appear in the grid. Expired terms (based on the term end date) or items that are not within the effective date
and expiration date will not be available for selection.

If taxes (sales or GST) are included, a separate line item will appear after the Total line. A subtota line

appears after each grid for multiple entriesin each category.

After selections are made, click the Calculate Total button.

If you click Cancel, the system exits the Miscellaneous Purchases page and accesses the Account Summary
page.

Click Next to have the system display a purchase confirmation page.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.

195



Using Student Financials Self Service

Chapter 17

Click Next again to begin the Make a Payment process.

Confirming an Order

Access the Electronic Payments/Purchases - Purchase Items - Confirm Order page (Self Service, Campus
Finances, Electronic Payments/Purchases - Purchase Miscellaneous Items - Select Items and click the Next

button).
Lauretta Lewis [ao ta ... =
( Account Inguiry W(Electl onic Payments Purchases \If Account Services 1
| make a payment || purchase items ” payment profile |

Purchase Items

__@____

3. Confirm Order

S5elected Items Term
PS5 Uni vs, Cal Tech

FS Uni ws, USC

TIME Magazine

Currency used iz US Dollar,

verify the amount and total of the items you have selected for purchase, If correct, click
the MEXT push button, If vou wish to make changes, click the PREVIOUS push button,

Unit Price Quantity| Item Total

33,00 4 140,00
38,00 4 152,00
29,93 1 29,93
321.93

CANCEL FREWVIOUS M EXT

Electronic Payments/Purchases - Purchase Items - Confirm Order page

This page provides a consolidated list of selections and atotal of al items before beginning the Make a

Payment process.

Click Next to proceed through the Make a Payment process.

Making a Payment

For information about making a payment for miscellaneous items, refer to the Making Self-Service Payments

section earlier in this chapter.

Using Account Services

This section discusses how to:
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« Enroll in apayment plan.

«  View the 1098-T form.

¢ Receive the 1098-T form online.

« Complete the 1098-T consent agreement.

« Receivethe 1098-T consent confirmation.

« View student permissions.

»  Select the permission form.

« Grant permission using the form agreement.

+ Confirm student permission.

» View student permission agreement.

Pages Used for Account Services

Using Student Financials Self Service

Page Name

Definition Name

Navigation

Usage

Account Services - Enroll in
Payment Plan - Select
Payment Plan

SSF SS PPL_SEL

Self Service, Campus
Finances, Enroll in
Payment Plan - Select
Payment Plan

Access step 1 of the
Payment Plan Wizard.

Select a payment plan.

Account Services - Enroll in
Payment Plan - Review
Installments

SSF_SS PPL_CALC

Self Service, Campus
Finances, Enroll in
Payment Plan - Select
Payment Plan

Click the Next button.

Access step 2 of the
Payment Plan Wizard.

Change the installment
amount, number of
installments, or both.

Account Services - Enroll in
Payment Plan - Agreement

SSF_SS PPL_SUBMIT

Self Service, Campus
Finances, Enroll in
Payment Plan - Review
Installments

Click the Next button.

Access step 3 of the
Payment Plan Wizard.

Review the terms of the
payment plan before
enrolling in the plan.
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Page Name

Definition Name

Navigation

Usage

Account Services - Enrall in
Payment Plan - Agreement

SSF_SS PPL_RESULT

e Sdf Service, Campus
Finances, Enroll in
Payment Plan -
Agreement

Click the Next button.

e Access step 4 of the
Payment Plan Wizard.

Review the terms of the
payment plan before
enrolling in the plan.

Account Services - 1098T
Tax Form

SSF_SS 1098 SEL

e Sdf Service, Campus
Finances, Account
Services - View 1098-T

e Accessstep 1 of the
View 1098-T Wizard.

Indicate which tax year to
view.

1098-T Consent Agreement

SSF_SS 1098 RESULT

e Self Service, Campus
Finances, Account
Services - View 1098-
T, 1098-T Consent
Agreement

Click the Submit
button.

e Accessstep 2 of the
View 1098-T Wizard.

Capture 1098-T consent
confirmation.

Account Services - Student
Permissions

SSF_SS PERM_VIEW

Self Service, Campus
Finances, View Student
Permissions

View student permissions.

Student Permissions - Select
Permission Form

SSF_SS PERM_SEL

e Self Service, Campus
Finances, View Student
Permissions

Click the Grant
Permissions button.

e Accessstep 1 of
Student Permissions
selection.

Select the desired
permissions form.
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Page Name

Definition Name

Navigation

Usage

Student Permissions -
Permission Form
Agreement

SSF_SS PERM_SUBMIT

Self Service, Campus
Finances, View Student
Permissions, Student
Permissions - Select
Permission Form

Click the Next button.

Access step 2 of
Student Permissions
selection.

Read and agree to the
selected permissions form.

Student Permissions -
Student Permission
Confirmation

SSF_SS PERM_RESULT

Self Service, Campus
Finances, View Student
Permissions, Student
Permissions -
Permission Form
Agreement

Click the Submit
button.

Access step 3 of
Student Permissions
selection.

Receive student permission
confirmation.

Student Permission
Agreement

SSF_SS PERM_VW_SEC

Self Service, Campus
Finances, View Student
Permissions

Click the Display
Student Agreement
link.

Access step 4 of
Student Permissions
selection.

Review the student
permission agreement.

Enrolling in a Payment Plan

A student can link their charges to a specified payment plan.

Select Payment Plan

Access the Account Services - Enroll in Payment Plan - Select Payment Plan page (Self Service, Campus

Finances, Enroll in Payment Plan - Select Payment Plan).
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Enroll in Payment Plan

Kl

1. Select Payvment Plan

for each payment plan you elect to enrall in.

Jesse Martinez [go to ... =
( Account Ingquiry WElectl onic Paymemts/Purchases ]( Account Services ]
| enroll in payment plan || 1098t tax form ” student permission |

wou are eligible to enroll in the following payment plans, vou will need to follow the 4-step process

change installment armount and number
of installments, Installment Plans may
assess an administrative fee,

Currency used is US Dollar.

CANCEL

Pavment Plans Maximum (Mumber of First Due
¥ Amount Installments |Date
Self Service Demo
o Self Service Demo. Allow student to S.000,00 3 06/09/2006

[ EXT

Financial Aid

Enroll In Pavrent Plan 1098t Tax Formn  Student Permission

Igntn... ;I@

Account Inquiry Electronic Payments ‘purchases Account Services

Account Services - Enroll in Payment Plan - Select Payment Plan page

This page enables students to select a payment plan from among all eligible payment plans.

Chapter 17

Click aplan. Thefirst line of the Plan Description is derived from the Payment Plan description. The text
after thefirst line is derived from the Payment Plan setup - Self Service description.

Review Installments

Access the Enroll in Payment Plan - Review Installments page (Self Service, Campus Finances, Enroll in

Payment Plan, Select Payment Plan and click the Next button).
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Jesse Martinez fgoto ... =®

( Account Inguiry T(Elemronic Payments Purchases ][. Account Services 1
| enroll in payment plan ” 1098t tax form || student permission |
Enrell in Payment Plan —=

2. Review Installments

You have selected Self Service Demo.

Self Service Demo. Allow student to change installment armount and nurmber of
inztallrments, Installmment Plans may assezz an administrative fee,

Eligible Charges: 200,00
Plan Amount: 5,000,000
Number of Installments: I 3 j" calculate installment I

Installment Schedule

Due Date Installment

0&6/093/2006 Z00,00
07/10/2006 200,00
0s/09/2006 200,00
Total a00.00

Currency used is US Dallar,

Important: The Installment Schedule above is based on your current eligible charges
of 900.00. If charges that are placed in this plan are reversed or reduced, your
installment payment will also be automatically reduced. If you incur eligible charges
in the future, they will be added to this installment schedule automatically, up to the
amount of 5,000.00.

CAHCEL PREWIOUS MEXT

Account Services - Enroll in Payment Plan - Review Installments page

Agreement

Access the Enrall in Payment Plan - Agreement page (Self Service, Campus Finances, Enroll in Payment Plan

- Review Installments and click the Next button).
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Igu:ut-:u... ;I@

Jesse Martinez
](Electroni{: Payments Purchases ]If Account Services ]

” 1098t tax form ”

( Account Inguiry

LHEHE

| enroll in payment plan student permission

Enroll in Payment Plan

3. Agreement

Pleaze examine the terms of the pavment plan carefully before enralling in the plan,

Self Service Demo

You are about to enrcll in Self Service Demo,

Self Service Dermo, Allow student to change installment armount and nurmber of
Installmment Plans may assess an administrative fee,

installments,

Account Services - Enroll in Payment Plan - Agreement page (1 of 2)
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Plan Amount: 200,00 change payment plan terms I

Number of Installments: 3

Installment Schedule

Due Date Installment

0&/03/2006 F00,00
07/10/2006 F00,00
08/09/2006 F00,00
Total aoo0.00

Currency used iz US Dollar,

Important: The Installment Schedule above is based on your current eligible charges
of 900.00. If charges that are placed in this plan are reversed or reduced, your
installment payment will also be automatically reduced. If you incur eligible charges
in the future, they will be added to this installment schedule automatically, up to the

amount of 5,000.00.

| agree to the installmert schedule listed above. If | default on any installments, | understand that full amount

may be due immediately and a hold will be placed on my account.

The agreementis dated: o0e/22/2006 p Yes, I have read the agreement

CANCEL | PREWIOUS EMROLL

Financial Aid

Account Inquiry Electronic Payments /‘purchases Account Services

Enroll Im Payrnent Plan 1092t Tax Forrn  Student Permission

Igntn... ;I@

Account Services - Enroll in Payment Plan - Agreement page (2 of 2)

Administrators can use the Review Self Service Agreements page to view enrollment agreement data.

Results

Access the Account Services - Enroll in Payment Plan - Result page (Self Service, Campus Finances,
Account Services - Enroll in Payment Plan - Agreement and click the Next button).

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.

203



Using Student Financials Self Service

Jasse Martinez

>

( Account Inguiry \I(Electronic Payments Purchazes ]( Account Services

| enroll in payment plan ” 1098t tax form ” student permission
Enroll in Payment Plan HaH=Hn)
4. Result

w Congratulations!

You have successfully enrolled in Self Service Demo. Please keep the
installment schedule below for your reference.

Installment Schedule

Due Date Installment

0&f09/ 2006 200,00
oFf10/2006 200,00
0g/02/2006 200,00
Total 900.00

SOIEW MY ACCOUNT

Financial Aid

Account Inquiry Electronic Payments /‘purchases Account Services

Enroll In Pavrment Plan 1098t Tax Form  Student Perrnission

Igc\tn... ;I@

|
|

Account Services - Enroll in Payment Plan - Result page

Administrators can use the Review Self Service Agreements page to view enrollment agreement data.

Viewing the 1098-T Form

204
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The 1098-T isan Internal Revenue Service (IRS) form that reports tuition and related expenses that a student

can use to claim an educational tax credit.

Student Financials enables a student to view and reprint a substitute copy of the 1098-T after having received

a paper copy through postal mail.

It also enabl es the student to consent to accessing an electronic version of the 1098-T form through the

student self-service feature.

On the View 1098-T page, the Box Amount tah enables the student to access the details for individual box

amounts.
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Access the Account Services - View 1098-T page (Self Service, Campus Finances, Account Services - View
1098-T).

Lauretta Lewis

( Account Inguiry WEIEt:trunic PaymemtsPurchazes \I( Account Services 1

View 1098-T

Years listed indicate which 1095-T reports are available for yvou to access, Please note
that Printed Date will only be wisible for years vou received a paper copy, Click an the
Tax Tear wou wish to view,

MOTE: If you use a pop up blocker, vou will have to disable it to display vour 1095-T,

Tax Federal Tax . . Printed Transmittal
Year ID Insttubon Yersion Date Date

2008 951223331 PeopleSoft University <riginal

2005 951223331 PeopleSoft University original

Account Inquiry Electronic Payments ‘purchases Account Services

Account Services - View 1098-T page

Select the tax year you want to view.

Access the 1098-T page.

[] cormrECTED
FILER'S nams, strest address, city, state, ZIP coda, and taslephons number | 4 Paymenta recsived for OME Mo, 15451574
. ualifisd tuiticn and
PeopleSoft University Emmd J———
A4TS Willow Strest $ 0 featat 0 B Tuition
Py
2 Amounts billad for (= Statement
Fleasanton CA 94585 qualifisd tuition and
ralatad sxpanssa
Janet Smith 323/925-1742 $ 6495 Form 1098-T
FILER'S federdl identification no. STUDEMNT'S social sscurity rumbse | 3 i this box iz checksd, your educational institution COW B
. nn has changsd its re ing msthod for 2008
8951273331 024240024 4 porting v
For Student
STUDENT'S nams 4 Adjustments mads for a & Scholarships or grants
. prior y=ar
Lauretta Lewis
$0 $0 This is important
Strest addreas nchiding apt. no.) & Adjustrnents to 7 Checked if the amount tax information
570 Barrington Road schalarshipe or grants in koot ;‘9?&2 inclidss and is being
B for & prior ysar academic pariod furnished to the
ity, atate, cods bsginning Jaruary - Internal Revenue
Thousand Oaks CA 91362 USa &0 March 2007 ] Service,
Sarvice Providanfcct, Mo, B Cheached if at least 9 Cheched if a 10 Ina. contract reimb.refund
[3e= Instr) SFTX00024 half-tirne studsnt aradusts studsnt |:| %
Form 1098-T {keep for your records) Departmant of the Treasury - Internal Revenus Servies
1098-T page

Until you generate a1098-T form for the current tax year, only previous years are available.
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View 1098-T Amount Detail

Access the Account Services - View 1098-T, Box Amount tab.

Lauretta Lewis [goto ... =

Account Inguiry ‘]( Electronic Payments/Purchases ]( Account Services 1

View 1008-T

Years listed indicate which 1098-T statements are available for you to access. FPlease
note that the Printed Date will only be visible for yvears you received a paper copy.
Click the Tax Year hyperlink to view the 1098-T Tuition Statement. To view the details,

click the Box Amount Tab. View the details by clicking on the hyperlink on the Amount
field.

MNote:

1. If you use a pop up blocker, you will have to disable it to display your 1098-T.

2. If there is no hyperlink for the amounts, detail information is not available. Flease
contact your Bursar's office should you need more information.

A A el [ kg
2008 Corraction 3897.00 2598.00

2008 Original 3897.00

2005 Original 5629.00

View 1098-T page, Box Amount tab

View the total amounts displayed on the 1098-T statement.
Accessthe View 1098- T - Amount Billed page.

View 1098-T - 2005 - Amount Billed

View 1098-T - 2005 - Amount Billed

Item i Item Actual Billing

PR Description Account Type e R Payment Date
1 2814.50 Tuition Tuition 0550 08/30/2005
2 2814.50 Tuition Tuition 0550 08/30/2005

View 1098-T- Amount Billed page
View the details of the eligible items billed for the calendar year. Thisincludes the term for which the
charged occurred.

Accessthe View 1098-T - Prior Y ear Adjustments page.
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View 1098-T - 2008 - Prior Year Adjustments

View 1098-T - 2008 - Prior Year Adjustments

Item

Actual Billing

Item
ipti T P
& Description Account Type s e ayment Date
1 1255.00 Tuition Tuition 0550 08/11/2008
2 1259.00 Tuition Tuition 0550 og/11/z008

View 1098-T - Prior Year Adjustments page

View prior year adjustments to the amount billed for an aid year.

Accessthe View 1098-T - Scholarships or Grants page.

View 1098-T - 2008 - Scholarships or Grants

View 1098-T - 2008 - Scholarships or Grants

Item L Item Actual Billing
L Description Account Type TR e Payment Date
1 1000.00 g3 Michiaan Polar Bear 1 ition 0600 07/30/2008

View 1098-T - Scholarships or Grants page

View adetailed summary of the scholarship or grant for an aid year. Thisincludes the type of account,

offered amount and payment date.

Access the View 1098-T-Payments Received page.

View 1098-T - 2008 - Pavments Received

View 1098-T - 2008 - Payments Received

Item . Ttem | Actual Billing

PRESEL Description Account Type e éDate Payment Date
1 2550.00 Payment-Check Tuition 0600 og/f18/2008
2 2550.00 Payment-Check Tuition 0e10 08/18/2008

View 1098-T - Payments Received page

View the payment received for an item. This includes the type of account and payment date.

Receiving the 1098-T Form Online

Y our ingtitution can provide the 1098-T form to students electronically. Students can consent to accessing an

electronic version of the 1098-T form through student self service.

The student only sees the Consent Agreement for the 1098-T if they have not consented. Once consent to
receive the 1098-T electronically is granted, the agreement is no longer needed.
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Once consent is granted, it is effective for all years for which a 1098-T form was processed.

A student cannot revoke their consent online. Instead, the student must contact the institution to request that
consent be revoked. Consent is revoked from an administrator page.

Completing the 1098-T Consent Agreement

Access the 1098-T Consent Agreement page (Self Service, Campus Finances, Account Services - View 1098-
T, 1098-T Consent Agreement and click the Submit button).

Betty Locherty [qo ta ... =

1008-T Consent EI—

1. 1098-T Consent Agreement

I agree to receive my 1092-T Tax form electronically through on-line access, Clicking the
“vesz, I have read the agreement ¥ checkbox rmeans you will no longer receive the 1093-T
form via US mail, Click the Submit push button to always access your 1092-T on-line, Click

the Cancel push button to return to the 1092-T Year selection,

The agreementis dated: 0&/14/2006 |_ Yes, I have read the agreement

CANCEL SUBMIT

1098-T Consent Agreement page

Yes, | haveread the Select to agree to receive 1098-T statements online.
agreement

Cancel Click to cancel submission of the 1098-T Consent Agreement.
Submit Click to submit the accepted 1098-T Consent Agreement.

Receiving the 1098-T Consent Confirmation

Access the 1098-T Consent Confirmation page.
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Betty Locherty

1008-T Consent —E}

2. 1098-T Consent Confirmation

Q/ You have elected to receive your 1098-T electronically instead of
through the US mail. Click the ¥iew 1098-T Selection button to continue

viewing your 1098-T.

IEW 1095-T SELECTION

1098-T Consent Confirmation page

This page confirms the 1098-T Consent Agreement.

View 1098-T Selection  Click to select and view a 1098-T.

Administrators can use the Review Salf Service Agreement page to view
Enrollment agreement data.

Viewing Student Permissions

U.S. Department of Education regulations require that Title IV financial aid awards be used to pay only
allowable charges, for example, tuition, mandatory fees, and contracted housing and board, for the period of
enrollment covered by the aid year in which those funds are awarded. Regulations require schools to collect
individual authorization from a student in order to pay non-allowable charges such as parking fees or library
fines, or for the prior year immediately preceding the current year.

Access the Account Services - Student Permissions page (Self Service, Campus Finances, View Student
Permissions, Account Services - Student Permissions).
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Dani Kirk [qa ta ... =

( Account Inguiry T(Elemrunic PaymentsPurchases W Account Services 1

Student Permissions

@ Mo student permission information on file.

GRANT PERMISSIONS

Account Services - Student Permissions page

This page enables the student to begin the grant permission self-service process.

Grant Permissions Click to grant permissions.

Selecting the Permission Form

Access the Select Permission Form page (Self Service, Campus Finances, View Student Permissions,
Account Services - Student Permissions and click the .Grant Permissions button).
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Dani Kirk [qo ta ... =)

Student Permissions =1

1. Select Permission Form

IF voU ARE RECEIWING FINAMCIAL AID PLEASE READ ANMD TAKE APPROFPRIATE ACTION,
MO ACTION IS REQUIRED IF w'OU ARE MOT & FINANCIAL AID RECIPIENT.

The Departrnent of Education has implemented federal regulations that authorize this &)
University to administer Title IV financial aid funds. Title IV funds are financial aid yvou
ray receive in vour financial aid package from the University and include; —
Federal Pell Grant
Federal Supplermental Education Opportunity Grant (SEQG)
Federal Perkins Loan
Federal Education Loan Program
Stafford Loan Program - Subsidized and Unsubsidized
Parent | nan ;I

Select a permission form and click next to continue with the agreement process or click
cancel,

Permission Form (Description

i APLALLSF Apply to all 5F charges for payment.
= APPLYFA Student sent waiver in with the FAN
o OFA ALL Permizsion to apply Title IV financial aid funds to all

charges appearing on the account,

CAHCEL [ EXT

Select Permission Form page

This page enables the student to read the Disclosure Statement. If multiple permissions exist, the student can

select only one and then select Next to complete the process. Then the student can select another permission
for review and submission.

Granting Permission Using the Form Agreement

Access the Permission Form Agreement page (Self Service, Campus Finances, View Student Permissions,
Student Permissions - Select Permission Form and click the Next button).
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Dani Kirk [qo ta ... =06

—=H

Student Permissions

2. Permission Form Agreement

I authorize the university to retain in my account any excess Title IV financial aid funds and
apply thern toward anv charges that mavy appear on my account for the academic year.
Permission to apply Title IV financial aid funds o all charges appearing on the account,

The agreement is dated: 1071172008 |7 Yes, I have read the agreement

CANCEL | PREWVIOUS SUBMIT

Permission Form Agreement page

This page enables the student to select the Yes, | have read the agreement check box to verify reading of the
agreement and permission.

The student clicks Submit to submit the permission form agreement.

Confirming Student Permission

212

Access the Student Permission Confirmation page (Self Service, Campus Finances, View Student
Permissions, Student Permissions - Permission Form Agreement and click the Submit button).

Igu:-tu:u... ;I@

Dani Kirk

—=

Student Permissions

3. Student Permission Confirmation

w Your permission form has been accepted.

WIEW STUDEWT PERMISSION

Student Permission Confirmation page
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Click View Student Permission to return to the authorization page.

The student cannot revoke permission using self service; this can be done only by the administrator.

Viewing Student Permission Agreement

Access the Student Permission Agreement page (Self Service, Campus Finances, View Student Permissions,
Student Permissions - Student Permission Confirmation and click the Display Student Agreement link).

Student Permission Agreement

The Department of Education has implemented federal regulations that autharize this -
Liniversity to administer Title Y financial aid funds. Title IV funds are financial aid you may
receive inyoudr financial aid package from the University and include:
Federal Pell Grant
Federal Supplemental Education Opportunity Grant (SEQG)
Federal Perkins Loan
Federal Education Loan Frogram
Staffard Loan Program - Subsidized and Unsubsidized
Farent Loan
Federal Work Study Program

Federal requlations stipulate that Title IV financial aid funds can not be applied to your student =
account until ten (100 days prior to the first day of classes. Federal regulations further reguire

that the University apply your Title IV financial aid funds to ‘allowable charges', which are tuition,
mandatory fees, and housing and hoard charges contracted with the University, The University
also allows many departments to assess charges to your student accountin order to

consolidate hilling. Some ofthese charges might include Parking Permit fees, Health Center
charges, and other miscellaneous charges. Federal regqulations require the University to
obtainyour authorization to apply your Title IV financial aid to all charges appearing an your ;|

Return

Student Permission Agreement page

The student can read the student permission agreement.
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Using Financial Aid Self Service

This chapter provides an overview of the self-service application and discusses how to:
» Accept, decline, and reduce awards.

» Report externa awards.

« Print the FE FAN letter.

« Select alender.

« Complete aloan counseling requirement.

» Useentry pointsinto the Perkins eMPN process.
» SignaPerkins eMPN.

* Request a paper MPN.

« View and sign apaper Perkins MPN.

e Useadministrative reguests.

» View student self-service pages by aid year.

« View student self-service pages by award period.

Understanding Financial Aid Self-Service

Students can view their financial aid data by aid year or award period, and accept, decline, and reduce awards.
If your institution enters Aid Year in the View Summary By field on the Self Service Options page, the
system displays data based on the aid year; if your institution enters Award Period, the system displays the
data by award period.

To accept and decline awards, students can navigate to Self Service, Campus Finances, Accept/Decline
Awards or Self Service, Student Center and click the Accept/Decline Awards link in the Finances group box
on the Student Center page.

See Also

Chapter 7, "Setting Up Financial Aid Self-Service," Setting Up Self-Service Inquiry Options, page 68
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Accepting, Declining, and Reducing Awards

This section discusses how students:

» Select anaid year.

» Accept, decline, and reduce awards using self-service.

Pages Used to Accept, Decline, and Reduce Awards

Page Name

Definition Name

Navigation

Usage

Financial Aid - Select Aid
Year toView

SS FA_AWD_AY_SEL

Self Service, Campus
Finances, View Financid
Aid, Select Aid Year to
View

Click the View Financial
Aid link in the Finances
group box on the Student
Center page (Self Service,
Student Center).

Access award
acknowledgment for a
particular aid year.

Financial Aid - Award
Package

SS FA_AWD_ACK

Self Service, Campus
Finances, Accept/Decline
Awards, Financia Aid —
Award Package

Click the Accept/Decline
Awards link in the Finances
group box on the Student
Center page (Self Service,
Student Center).

Accept, decline, and reduce
awards.

Financial Aid - Award
Detail

SS FA_AWD_DTL

Click the Award link on the
Financial Aid - Award
Package page.

View scheduled
disbursements by term and
for each, the type of award,
date, term, and award
amount. If set up for lender
selection, the student can
also select alender.

Selecting an Aid Year

216

Access the Financial Aid - Select Aid Year to View page.

The student selects the aid year for which he wants to accept, reduce, or decline awards on the Financial Aid
- Select Aid Year to View page. The system displays all aid year and institution combinations for which the
student isin attendance. If the student isin attendance at more than one institution, you cannot restrict the
view to asingle institution or aid year.
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If you selected the Print Letter Option to Print in setup, the system displays all noncanceled awards for the
student for the selected aid year. If total aid is greater than zero and the Print option does not equal Print, the
link for that year is disabled, and the system displays Award access not available. instead of the aid year
description. If the Allow Access check box is cleared on the Self Service Options page, the system displays
No self service access for thisaid year. If the Award Access check box is cleared on the Packaging Status
Summary page for this student, the system displays Award not available.

If astudent declines all awards and subsequently attempts to access self service award acknowledgment, the
system does not activate the aid year for which the student declined all awards.

Accepting, Declining, and Reducing Awards Using Self-Service
Accessthe Financial Aid - Award Package page.

The first time the student accesses the Financial Aid - Award Package page, the system displays the package
status as New Package. For students who have submitted an award acknowledgment prior to this entry, the
system displays an active Previous Transactions link.

The system displays the most current award package and a corresponding status. The date/time field displays
the last time the award package was updated. When action is taken against the award data or the award datais
accessed, the system initiates a date and time stamp.

The system applies the following rules:

« Anaward with a disbursed balance greater than zero cannot be adjusted during self-service activity.
However, a student can modify awards with an authorized balance greater than zero.

« |If the FA Item Type self-service action setup is specified as a reduction, the student can reduce awardsin
self-service and reduce awards with the following attributes: Professional Judgment, Need Override,
Override, or Lock Flag based on FA Item Type self-service action setup.

« If theloan award allows for reductions based on the FA Item Type self-service action setup, the system
ensures that the Offered amount and the Accepted amount are the same after the award is processed.

Note. Oracle recommends that you use the user-defined text delivered with this product to define awarding
rules and instructions for your students. For example, if a student cannot reduce an award in self-service, a
clarification as to why the student cannot modify the award will be useful. Examples of user-defined text are
Award isdisbursed and Loan isin transit.
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Status

Award

Chapter 18

The processing option that you selected on the Awarding Options setup page
affects the status. If you selected Batch, the outcome is Pending Update until you
run the batch process. After you run the batch process, the outcome can be
Successful, Successful with Adjustments, Revised Package, Rejected, or Needs
Review. If you select Real Time, the outcome is Successful, Successful with
Adjustments, Rejected, or Needs Review.

The Status values are;

New Package: No previous self-service activity exists and the student is eligible
to receive awards. The student can accept, decline, or reduce any or al of the
currently available awards.

Needs Review: The system cannot process one of the student's awards and post
the changes because it found errors while processing an award. The system
displays the awards as view-only and the Accept and Decline check boxes are not
available to the student. The student should submit an administrative request to
see afinancial aid counselor.

Here are some examples of situations resulting in Needs Review status:

« Thefiscal balance is below the submitted accepted or reduced amount.

» Thedisbursement ID of the self-service disbursement record does not match
the system'’s disbursement | Ds associated with the disbursement plan found in
the corresponding award.

» The student reduces an award for which the term limit contains cents, but the
award remainder rule specifiesfirst or last dollars.

Pending Update: The student submitted the award acknowledgement and can
revisit this page to determine whether the acknowledgement, changes, or both are
accepted and make changes in the existing package. The student does not see the
revised, reduced, or updated award amounts on the Financial Aid - Disbursement
Schedule page until the batch process has been run.

Rejected: The system cannot process the student's acknowledgment, adjustments,
or both and post the changes because the system detects errors during
initialization and setup. All awards are rejected. The system displays the awards
as view-only and the Accept and Decline check boxes are not available to the
student. The student should submit an administrative request to see afinancia
aid counselor.

Revised Package: The student submitted an award acknowledgment and the
financial aid staff revised the student's financial aid package since the student last
submitted a transaction. The student can accept, reduce, or decline any or al of
the awards that are currently available.

Successful: The system successfully processed the acknowledgement, changes, or
both that were submitted by the student.

Successful with Adjustment: The system successfully processed the student's
award acknowledgment, but made adjustments to one or more awards. If the
student reduced one or more awards below the minimum amount allowed, the
system adjusts the awards to the minimum limit amount and returns this status.

Thislink isavailable only for nonzero awards.
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Category

Career

Accepted

Accept

Decline

Using Financial Aid Self Service

The award category is based on the Financial Aid Type field on the FA Item
Type 1 setup page.

If the student has multiple careers, the system displays all awards from all
careers.

The amount accepted by the student for this award or auto-accepted by the
packaging process. If reductions are permitted on the award—FA Item Type Self

Service Actions option—this field is available for reduction after the student
selects the Accept check box.

In administrative packaging, you can award a student an item type and set it
automatically as Offer/Accept. For these awards, the system checks this Accept
check box. For example, an administrator sets a work-study program award to
Offer, and the Accept check box is cleared, giving the student the option to
accept the award.

After this check box is selected, the system reduces the accepted amount to zero.
If declines are not permitted on this award—FA Item Type Self Service Actions
option—this field is not available to the student.

Example of No Link on a Declined Award

When a student declines one or more awards while other awards are either in Offered or Accepted status, the
system does not display alink for the declined award because no scheduled disbursements exist for that
award. In the following example, the student declined the FASS: Work and FASS: Loan awards. These
awards do not have alink to the Financial Aid - Award Detail page.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved. 219



Using Financial Aid Self Service Chapter 18

Financial Aid
Award Package
Financial Aid Year 2004-2005
Your acknowledgement andfor changes were successfully processed. Please review the
awards for correctness, Remember to "Submit’ your changes if vou make further adjustrments,
Otherwise, check back periodically for updates to your financial aid package.
Last Updated: 10/0&6/2004 2:05:16PM Status: Successful
Award Category Career Offered Accepted | Accept | Decline
FASS: Grant Grant Undergraduate 1,000.00 0.00 o |
FASS: Scholarship Schalarship Undergraduate 1,000.00 0.00 r -
Perkins Loan - ELO Loan Undergraduate 1,000.00 o.oo0 [ -
Sub Staff - Sem Loan Undergraduate 2,625,00 2,625,00 ™ I
FASS: Work Wark/Study Undergraduate 0.00 0,00 ] F
FASS: Loan Loan Undergraduate 0.00 ooo [T F
TOTAL S,625.00 2,625.00
Currency used iz US Dallar. accept all I decline all clear all I update tut,alsl
SUBMIT'
Request Counselor Adtion Account Inguiry Previous Tranzactions
Feturn to Aid vear Selection Entrance Interview Infarmation Consurner Information

Award Package example

The system does not require a student to make changes to the page. If the student clicks Submit without
making changes to the package, the system displays the status as Successful in real-time processing and
Pending Update in batch processing.

Unlike administrative packaging, in which the packaging routine performs extensive edits to ensure the
validity of an award, in self-service, the system processes awards in passive mode and does not perform any
federal edits or evaluate the student for eligibility or need criteria. The system performs a subset of edits on
any award that is being reduced. Also, the system adjusts an award that has been reduced below minimum
amounts established for the system.

Reporting External Awards

This section provides an overview of reporting external awards and lists the pages used to report external
awards.
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Understanding Reporting External Awards

The Reporting External Award component enables students to provide information regarding any external
awards not already reflected on their award package. Self-service options control whether the component is
access ble from the Accept/Decline and View Financial Aid pages and the Packaging Status Summary page.
External awards reported by students are considered a data source to External Award staging tables. All
student-reported awards are posted directly to External Award staging tables and automatically set with a
processing status of Reported and data source of Salf Serve. The system-set process status of Reported on
external award transactions reported by the student require administrator review before any potential posting
to the student award package.

Administrators use a Comment field to enter the status of self-service reported external awards. They aso
indicate whether comments should be viewable to a student. These comments are displayed on the Award
Detail page, from awards listed on the Aid from Other Aid-Report History page.

Pages Used to Report External Awards

Page Name

Definition Name

Navigation

Usage

Financial Aid - Aid from
Other Sources

SFA_SS EA_VIEW

e Sdf Service, Student
Center, Report Other
Financial Aid

e Self Service, Campus
Finances, Aid from
Other Sources, (aid
year)

Report aid from other
sources. When the student
clicks the SAVE button, the
information is saved to the
external award staging table
with a status of Reported.

Financial Aid - Other
Financial Aid Received

SFA_SS EA_ENTRY

Click the REPORT
ADDITIONAL AID button
on the Financial Aid - Aid
from Other Sources page.

Report aid from other
sources. When the student
clicks the SAVE button, the
information is saved to the
external award staging table
with a status of Reported.

Financial Aid - Aid from
Other Sources - Report
History

SFA_SS_EA_HISTORY

Click the View My
Reporting History link on
the Financial Aid - Aid
from Other Sources page.

View all student-reported
transactions. Use the Award
link to access student award
details and any
administrative comments
made visible to self-service.
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Page Name Definition Name Navigation Usage

Financial Aid - Aid from SFA_SS EA_DETAIL Click the award description | View award details, such as

Other Sources - Award to view award details. processing status, for an

Detail externa award. Also view a
list of other external awards
that might make up the total
award amount. When
accessed from the Report

History page, award details
can include comments from
the administrator. The
Award Details pageis
available when the award
name is highlighted.

Printing the FE FAN Letter

When students click the View Award Notification link from the Financial Aid - Award Summary page or the
Financial Aid - Award Package page, a pop-up window displays the Award Notification letter in PDF format.

Selecting a Lender

This section provides an overview of lender selection and discusses how to view lenders selected by the
students.

Understanding Lender Selection
Lender Selection enables students to select an FFELP lender or to change a previoudly assigned lender:

» |If the student has not been awarded, the system provides a Student Finances link to indicate alender to be
picked up by Loan Origination.

» |f astudent has been awarded an FFEL P loan, the system displays the lender and provides alink that
enabl es the student to change the lender if the loan is not originated or transmitted to the guarantor.

« |If astudent changes the lender after borrowing from another lender, amessage is optionally displayed to
warn them against doing so for repayment reasons.

« |If theloan has been originated or transmitted, the lender is displayed but the student cannot changeiit. A
message tells the student to contact the financia aid office if they need to change the lender.
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Pages Used to Select and View a Lender
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Navigation

Usage

Click the Select Y our
Lender link on the Financial
Aid - Award Detail page .

Select or change alender.

The student can select one
lender for all loans. After
the student clicks the
SUBMIT button, the
student cannot change
lenders without contacting
the financial aid office.

Page Name Definition Name
Lender Select SS LNDR_SELECT
Selected Lenders SS LNDR_SELECT

Financial Aid, Loans, View
Lender Selection

View the lenders that
students selected through
Campus Self Service.

Viewing a Student's Lender Selection Record

Access the Selected Lenders page ( Financia Aid, Loans, View Lender Selection).

Selected Lenders

10z FASS0150
Institution PSUNY

Rond, Timothy W
PeopleSoft Universi

l Lender information T Guarantor information

|M"rw ||.un Type |Loan Type Description

FFEL FFEL ‘Stafford (Ofr) B00T20

Lender OPEID |Bnncr| 1] |Lmrlume
0000

Bank of America

Selected Lenders page, Lender Information tab

The Lender Information tab displays the lender that was selected by the student through Campus Self Service.

Select the Guarantor Information tab.

Selected Lenders

I FASS0150
Institution FP3SUN

Rond, Timothy W
PeopleSoft University

[ Lender Information T Guarantor Information

753 2

0000 2 Morthwest Education Loan Assoc

Processed Date

— |
Guarantor OPEID |Branc:h 1D I]es{:riptiﬂn

07512008

Selected Lenders page, Guarantor Information tab
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The Guarantor Information tab displays the guarantor that was associated to the lender selected by the
student. The guarantor is associated to the lender based on values defined on the Identify Self Service Lenders

page.

Note. The Lender and Guarantor values on this page are used to determine the correct loan destination during
loan origination. If the Guarantor values are missing, it is possible that the loan could be originated with no
loan destination found.

Processed Date Displays the date that the student selected the lender in Campus Self Service.

Completing a Loan Counseling Requirement

This section provides an overview of aloan counseling requirement and lists the page used to complete aloan
counseling requirement.

Understanding a Loan Counseling Requirement

After the student accepts an award and the loan is originated, the system displays alink to entrance interview
information for each award. This URL is specified on the Loan Counseling page and associated display
parameters are set on the Loan Options page.

The student clicks the link to access the loan information. After the student demonstrates familiarity with the
information, the administrator can change the Loan Entrance Interview Status field value on the Packaging
Status Summary page from Inst Req to Completed.

Similarly, if an exit interview isrequired, the link is displayed in the program completion timeframe set on
the Loan Counseling page. The student accesses the information and after demonstrating familiarity with the
information, the administrator changes the Exit Interview field value on the Packaging Status Summary page
from Inst Req to Compl eted.

Page Used to Complete a Loan Counseling Requirement

Page Name Definition Name Navigation Usage

Entrance/Exit Loan SS_LN_COUNSEL Self Service, Campus Click the Award

Counsdling Finances, View Financial Description link to access
Aid, Award Summary, Loan| the URL that has been
Counseling link selected on the Loan

Counseling page to display
loan requirement details for
this award.
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Using Entry Points into the Perkins eMPN Process

This section provides an overview of Perkins eM PN functionality and discusses how to:

« View Perkinsloan award details.

» View Perkinsloan award summary.

Understanding Perkins eMPN Functionality

The Perkins eM PN process supports the requirement that schools use the Perkins Master Promissory Note
(MPN) and provide the option for students to complete and sign their Perkins MPN electronically. To comply
with regulatory disclosure and notification requirements for the federal Perkins loan, the system includes
specific disclosure items. In addition, most self-service pages allow for site-defined text so that institutions
can include specific wording that satisfies their requirement as a holder of the Perkins loan.

Students can access the eM PN process to view their promissory note information using the Accept/Decline
Awards, View Financial Aid, Sign Perkins Promissory Note, or View Perkins Promissory Note menu paths.
Contained within the process are pages that acknowledge borrower rights and responsibilities, disclosures,
terms and conditions, and important notices to complete the eMPN process. The system presents information
to the student using both static data and user-defined text.

The Perkins eMPN pages have cancel buttons so that students can exit the Perkins eMPN process at any
point. If a student cancels, the system discards any data that the student entered. When students access the
electronic signature process, they are instructed to enter an identity authentication element: NID, DOB, or
user-defined PIN. The institution determines the identity authentication prompt during setup. Students must
select a check box to indicate consent to proceed with the Perkins eMPN process. The system authenticates
the information and captures the date and time of the consent. To continue and complete the process, students
must verify that their personal information is correct, provide loan references, review loan indebtedness and
repayment schedule, review and accept their rights and responsibilities, and review and electronically sign
their federal Perkins Master Promissory Note. The system provides pages for students to review current and
history information regarding their Perkins MPN.

Oracle recommends that you use the user-defined text to define instructions and information for your student
population. The text on Perkins eM PN pages can be easily modified to best meet your institutional
requirements. These user-defined text messages are contained within Message Set Number 14409. Message
Set Number 14409, 500 number series, are user-definable messages for Financial Aid Self Service pages.

The system is designed to dynamically provide various entry points within the Campus Finances menu for the
student to begin the eM PN process. Sign Perkins Promissory Note, Accept/Decline Awards, and View
Financial Aid. The system evaluates whether avalid Perkins MPN is present. At a minimum, the student must
accept a Perkins loan before being allowed to access the Perkins eM PN process.

Note. If avalid Perkins MPN is present, the system dynamically provideslinks at entry points for the student
to view Perkins Promissory Note history pages.
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Page Name

Definition Name

Navigation

Usage

Financial Aid - Award
Package

SS FA_AWD_ACK

Self Service, Campus
Finances, Accept/Decline
Awards, Financial Aid -
Award Package

Accept, decline, and reduce
awards. This page also
facilitates entry into the
Perkins eMPN process.

Financial Aid - Award
Detail

SS_FA_AWD_DTL

Click the Federal Perkins
Loan— MPN link on the
Financial Aid - Award
Package page.

View scheduled
disbursements by term. This
page displays the type of
award, date, term, and
award amount. It also
facilitates entry into the
Perkins eMPN process.

Financial Aid - Award
Summary

SS FA_AWD_SUMM_PER

Self Service, Campus
Finances, View Financial
Aid, Financial Aid — Award
Summary

View adetailed summary of
financial aid by aid year.
This includes the type of
award and the offered and
accepted amounts for the
aid year and terms within
the aid year. This page also
facilitates entry into the
Perkins eMPN process.

Accept/Decline Financial
Aid - Submit Confirmation

SFA_SUBMIT_CONFIRM

Click the Y es button on the
Accept/Decline Financial
Aid page.

View submittal
confirmation. If the system
determines that a Perkins
MPN is required, then
additional instructions and
buttons enabl e students to
access the Perkins eM PN
process.

Viewing Perkins Loan Award Details

If the award has the MPN Required option, the system provides alink to the Perkins Loan Promissory note
on the Financial Aid - Award Detail page.

If the award has a completed and valid MPN record, the Perkins Loan Promissory Note link takes the student
to the Perkins Promissory note history page. If the award does not have avalid MPN record and the award is
accepted, the link takes the student to the introductory page for the Perkins eMPN process.

Viewing Perkins Loan Award Summary

If the item type has the MPN Required option, the award is accepted, and the system determinesthat avalid
MPN has not yet been completed, then the system displays a Sign Perkins MPN link on the Financial Aid -
Award Summary page. The student can click the link to access the introductory page for the eMPN process.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.



Chapter 18

Using Financial Aid Self Service

The system displays the View Promissory Note link if avalid MPN has been completed for the award. The
link directs the student to the View Promissory Note page.

See Also

Viewing a Detailed Summary of Financial Aid by Aid Year

Signing an Electronic Perkins eMPN

This section discusses how to:

» Review Perkins eMPN introductory information.
» Enter an ID authentication and provide consent.
» Verify personal information.

» Provideloan references.

« Review loan indebtedness.

»  Accept borrower rights and responsibilities.

Pages

Used to Sign an Electronic Perkins MPN
Page Name Definition Name Navigation Usage
Financial Aid - Select Aid | SFA_SS EMPN_AY_SEL Self Service, Campus Select the aid year that you
YeartoView Finances, Sign Perkins want to view.

Promissory Note, Financial
Aid - Federa Perkins
Master Promissory Note

Financial Aid - Federd SFA_SS EMPN_START

Perkins Master Promissory
Note (Introductory
Information)

Click the Aid Year link on
the Financial Aid - Select
Aid Year to View page.

Review introductory
information and instructions
to proceed with the
electronic MPN. User-
defined text messages for
this page are contained
within Message Set Number

14409, 560-570 series.
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Page Name

Definition Name

Navigation

Usage

Financial Aid - Federal
Perkins Master Promissory
Note (ID and Consent)

SFA_SS EMPN_AUTH

Click the Continue button
on the Financial Aid —
Federal Perkins Master
Promissory Note
(Preliminary Information)
page.

Review steps for
completing the electronic
signature and provide
identity authentication and
acknowledge consent to
proceed with the eM PN
process. User-defined text
messages for this page are
contained within Message
Set Number 14409, 571.

Financial Aid - Federal
Perkins Master Promissory
Note (Verify Personal
Information)

SFA_SS PERK_EMPN1

Click the Continue button
on the Financial Aid —
Federal Perkins Master
Promissory Note (ID and
Consent) page.

Verify name, address,
telephone, and demographic
information.

Addresses

SS ADDRESSES

Click the Click to update
Address link on the
Financial Aid - Federal
Perkins Master Promissory
Note (Verify Personal
Information) page.

Update address information.

Phone Numbers

SS CC_PERS PHONE

Click the Click to update
Phone link on the Financial
Aid - Federal Perkins
Master Promissory Note
(Verify Personal
Information) page.

Update telephone numbers.

Financial Aid - Federal
Perkins Master Promissory
Note (Provide Loan
References)

SFA_SS_PERK_EMPN2

Click the Confirm button on
the Financial Aid - Federal
Perkins Master Promissory
Note (Verify Personal
Information) page.

Enter loan references
information. User-defined
text messages for this page
are contained within
Message Set Number
14409, 572.

Financia Aid - Federal
Perkins Master Promissory
Note (Review Loan
Indebtedness)

SFA_SS PERK_EMPN3

Click the Next button on the
Financial Aid - Federal
Perkins Master Promissory
Note (Provide Loan
References) page.

Review the total federal
Perkins loan amount that
the student has incurred at
your institution. Amounts
are determined by the valid
school code for institution
setup.

Students can use this page
to view a statement of the
total cumulative balance
they owe and an estimate of
the monthly payment
amount. User-defined text
messages for this page are
contained within Message
Set Number 14409, 573.
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Page Name

Definition Name

Navigation

Usage

Financial Aid - Federal
Perkins Master Promissory
Note (Accept Borrower's
Rights and Responsihilities)

SFA_SS_PERK_EMPN4

Click the Next button on the
Financia Aid - Federal
Perkins Master Promissory
Note (Review Loan
Indebtedness) page.

Accept borrower's rights
and responsibilities. User-
defined text messages for
this page are contained
within Message Set Number

14409, 574-576 series

Federal Perkins Loan
Master Promissory Note

SFA_SS_PERK_EMPN5

Click the | Accept button on
the Financial Aid - Federal
Perkins Master Promissory
Note (Accept Borrower's

Review terms and
conditions, disclosure of
information, and important
notices. Sign the note

Rights and Responsibilities) | electronically.

page.
Electronic Signature SFA_SS ESIGN_YESNO Click the Sign Perkins Note | Captures the borrower's
Confirmation button on the Federal consent to electronically

Perkins Loan Master
Promissory Note page.

sign the Perkins MPN.

Federal Perkins Master
Promissory Note
(Completed Signature
Confirmation)

SFA_SS_EMPN_CONFRM

Click the Y es button on the
Electronic Signature
Confirmation page.

View confirmation for
completion of the electronic
signature process.

Financial Aid - Federal
Perkins Master Promissory
Note

SFA_SS EMPN_EXISTS

Select the Aid Year on the
Financial Aid - Select Aid
Year to View page.

View amessage indicating
that avalid Perkins
Promissory Noteison file.

Reviewing Perkins eMPN Introductory Information

Access the Financial Aid — Federal Perkins Master Promissory Note (Introductory Information) page (click
theAid Year link on the Financial Aid - Select Aid Y ear to View page).

The Financia Aid - Federa Perkins Master Promissory Note (Introductory Information) page represents the
first page in the Perkins eMPN process. This page introduces a student to the Perkins eMPN process and
provides alisting of items that should be readily available before continuing. The page provides the meansto
define key elements within the eMPN process. To assist the student, alisting of information is available prior
to continuing the eMPN process. Item 1 is a controlled item and automatically adjusts based on the
authentication method option selected on the self-service awarding option for the Perkins MPN.

The student selects the REQUEST PAPER MPN (request paper master promissory note) button to request a
paper MPN. The system displays a PDF version of the Perkins MPN in a new window.

See Also

Pages Used to Request and Sign a Promissory Note
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Entering an ID Authentication and Providing Consent

Accessthe Financial Aid - Federal Perkins Master Promissory Note (ID and Consent) page (click the
Continue button on the Financial Aid — Federal Perkins Master Promissory Note (Preliminarylnformation)
page.

If your institution set the Authentication Method option on the Awarding Options page to No authentication,
the system does not display text that requests students to enter an identity authentication on the Financial Aid
- Federal Perkins Master Promissory Note (ID and Consent) page.

Oracle recommends that you use the user-defined text message delivered with this product to define
instructions for your students. For example, your institution might require additional consent items to satisfy
disclosure requirements. The Perkins eM PN user-defined text messages are contained within the Message Set
Number 144009.

Verifying Personal Information

Access the Financial Aid — Federal Perkins Master Promissory Note (Verify Personal Information) page
(click the Continue button on the Financial Aid — Federal Perkins Master Promissory Note (ID and Consent)
page).

Regulations require a permanent address to be captured on the Perkins MPN. The Financial Aid - Federal
Perkins Master Promissory Note (Verify Persona Information) page displays the most current permanent
address and home telephone number for the student. Students can use the available links on the page to access
the Salf Service Campus Personal |nformation address and home components. If students click either the
address or phone update link, they are removed from the eMPN process and must begin the eMPN process
from the start.

Note. The system does not alow a student to proceed without a current permanent address.

Providing Loan References

Access the Financial Aid — Federal Perkins Master Promissory Note (Provide Loan References) page (click
the Confirm button on the Financial Aid - Federa Perkins Master Promissory Note (Verify Personal
Information) page).

The Perkins eM PN process requires that the student provide at |east two |oan references. Institutions can
reguire up to three additional loan references. If additional references are required, the system adds an extra
step on the Financial Aid - Federal Perkins Master Promissory Note (Provide Loan References) page. The
third step requests that the student provide additional references beyond the two.

Reviewing Loan Indebtedness
Access the Financial Aid — Federa Perkins Master Promissory Note (Review Loan Indebtedness) page (click

the Next button on the Financial Aid - Federal Perkins Master Promissory Note (Provide Loan References)
page).
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On the Financial Aid — Federal Perkins Master Promissory Note (Review Loan Indebtedness) page, the
Federal Perkins Loan Amount to Date field indicates the amount based on awards associated with the Perkins
aggregate.

The award amount represents any financial aid item type for which the aggregate areais tied to Perkins, even
if the item type is not flagged as MPN-required. The system keys|oan history amounts by school code.
Therefore, the system consolidates and displays only loan amounts that are associated with valid school codes
for the institution.

Accepting Borrower Rights and Responsibilities

Accessthe Financial Aid — Federal Perkins Master Promissory Note (Accept Rights and Responsibilities)
page (click the Next button on the Financial Aid - Federal Perkins Master Promissory Note (Review Loan
Indebtedness) page).

The Financia Aid - Federa Perkins Master Promissory Note (Accept Borrower's Rights and Responsihilities)
page provides the student (borrower) the necessary disclosures regarding rights and responsibilities. The
entire text displayed is user-defined text. Oracle recommends that schools adjust the text to satisfy necessary
disclosure requirements.

Requesting and Signing a Paper Perkins MPN

This section provides an overview of paper MPN requests and lists the pages used to request and sign a paper
Perkins MPN.

Understanding Paper Perkins MPN Requests

Regulations require that a student (borrower) be given the opportunity to exit the Perkins eMPN process, and

instead, request a paper Perkins MPN. When the student requests a paper Perkins MPN, the system generates
a PDF version of the Perkins MPN with both Sections A and B completed. The system instructs the student to
print, complete, and return the Perkins MPN to the financial aid office.

When the system generates a paper Perkins MPN, it creates a Perkins MPN record with the MPN format
egual to paper. The system considers this Perkins MPN invalid until a signature date is entered.

Note. If the paper Perkins MPN remainsinvalid, the student can return and attempt the Perkins eMPN
process again. If the student completes and electronically signs the Perkins MPN, the system cancels the
previous paper Perkins MPN and creates a subsequent Perkins MPN indicating a completed electronic
Perkins MPN.
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Page Name

Definition Name

Navigation

Usage

Federa Perkins Master
Promissory Note

SFA_SS EMPN_PAPER

Click the Request Paper
MPN link on the Financial
Aid - Federal Perkins
Master Promissory Note
(Preliminary Information)

page.

Confirm arequest for a
paper MPN. The student is
requested to print, complete,
and return the signed paper
promissory note.

Financial Aid - Federal
Perkins Master Promissory
Note

SFA_SS EMPN_EXISTS

Click the Continue button
on the Federal Perkins
Master Promissory Note

page.

View areminder to turnin
the signed paper MPN to
thefinancial aid office.

Viewing a Perkins MPN

This section lists the pages used to view Perkins promissory notes.

Pages Used to View a Perkins Promissory Note

Page Name

Definition Name

Navigation

Usage

Financial Aid - Federal
Perkins Master Promissory
Note (View MPN
Information)

SFA_SS EMPN_VIEW

Self Service, Campus
Finances, View Perkins
Promissory Note, Federal
Aid - Federal Perkins
Master Promissory Note

View Perkins MPN
information. User-defined
text messages for this page
are contained within
Message Set Number
14409, 578.

Financia Aid - Federal
Perkins Master Promissory
Note (Promissory Note
History)

SFA_SS EMPN_HISTVW

Click the View History link
on the Financial Aid -
Federa Perkins Master
Promissory Note (View
MPN Information) page.

View Perkins MPN history.

Using Administrative Requests

232

This section provides an overview of administrative requests, known to the student as Request Counsel or
Action, and lists the page used to initiate and update administrative requests.
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Understanding Administrative Requests

Administrative requests refer to any comment or request for action by students regarding their financial aid
package. A request can be to increase the total aid package, replace loan awards with scholarships and grants,
or cancel the financial aid application. A student can file arequest for counselor action without taking any
action toward accepting, reducing, or declining all or part of the financia aid package.

The Request Counselor Action link on the Financial Aid — Award Package page takes the student to the data
entry page for the administrative request. The system displays the highest sequenced record. If there are no
existing requests, or if the highest sequenced request exists with a status of Closed, the system creates a new
regquest for the student. The Request Type defaults to Change Request with a status of Open. The student
cannot change the status but can cancel or close the current request. The status remains open until either a
counselor or the student closes the request. If a counselor closes the request, the counselor can enter the action
taken. If a student closes the request, the system sets the action to None.

If thereis an outstanding request with a status of Open or Pending, the system displays the current request to
the student. The student can add comments or close the current request. The student can aso view prior
requestsif there is more than one existing request.

Page Used for Administrative Requests

Page Name Definition Name Navigation Usage
Financial Aid - Request SS_FA_AWD_REQ Click the Request Request a change or
Counselor Action Counselor Action link on meeting, or withdraw aid
the Financial Aid - Award | application. If arequest is
Package page. open, additional requests
are appended to that

existing request. If itis
closed, additional requests
are treated as new requests.

Viewing Student Self-Service Pages by Aid Year

This section provides an overview and lists the pages used to view student self service pages by aid year:

Understanding Viewing Self-Service Inquiry Pages by Aid Year

In the financial aid self-service inquiry pages, students can view their financial aid data by aid year or award
period. If your ingtitution enters Aid Year in the View Data By field on the Inquiry Options page, the system
displays data based on the aid year.

The system displays all aid years for which the student has been aid-year activated on the Financial Aid -
Select Aid Year to View page. If the estimated financial aid budget, expected family contribution, and total
aid amounts for an aid year are all zero, the link for that year is disabled, and the system displays No financial
aid data available instead of the aid year description. If the self service options for an aid year have not been
set up, thelink for that year is disabled, and the system displays Aid Year not set up for self service.
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If the Allow Access check box is clear on the Self Service Options page, the system displays No self service
access for thisaid year. If the Inquiry Access check box is clear on the Packaging Status Summary page for

this student, the system displays Inquiry access denied.

Students select the aid year to view. If a student has aid for more than one career in the aid year or award
period, this link accesses the Financial Aid - Select Career to View page. If not, it accesses the Financial Aid -

Award Summary page.

Note. If astudent does not have awards or if the Award Detail check box on the Self Service Options pageis
clear, the system displays the Financial Aid - Self Service Links page.

See Also

Chapter 7, "Setting Up Financial Aid Self-Service," Understanding Campus Self Service for Financial Aid,

page 67

Chapter 7, "Setting Up Financial Aid Self-Service," Defining Self-Service Options, page 68

Pages Used to View Student Self-Service Pages by Aid Year

Page Name

Definition Name

Navigation

Usage

Financial Aid - Select Aid
Year to View

SS FA_AWD_AY_SEL

Self Service, Campus
Finances, View Financial
Aid, Financial Aid — Select
Aid Year to View

Select an aid year to view.

Financial Aid - Award
Summary

SS FA_AWD_SUMM_ALL

Click the Aid Year link on
the Financial Aid - Select
Aid Year to View page.

View adetailed summary of
financial aid by aid year.
Thisincludes the type of
award and the offered and
accepted amounts for the
aid year and terms within
the aid year.

Financial Aid - Financid
Aid Eligibility

SS FA_AY_SUMMARY

Click the Financial Aid
Eligibility link on the
Financial Aid - Award
Summary page.

View financial aid
eligibility by aid year. This
includes estimated financial
aid budget, expected family
contribution, estimated
need, total aid, and
remaining need.

Thetitle of this page and
the name of the link leading
toit are set in the Summary
Link Label field on the
Inquiry Options page (Set
UP SACR, Common
Definitions, Self Service,
Financial Aid, Self Service
Options, Inquiry Options).

234
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Page Name

Definition Name

Navigation

Usage

Financial Aid - Estimated
Financial Aid Budget

SS_FA_COA

Click the Estimated
Financial Aid Budget
amount link on the
Financial Aid - Financial
Aid Eligibility page.

View estimated financia
aid budget by aid year.

Financial Aid - Expected
Family Contribution

SS FA_EFC_SUMMARY

Click the Expected Family
Contribution amount link on
the Financia Aid -

Financial Aid Eligibility
page.

View expected family
contribution by aid year for
both parent and student.

Financial Aid - Select
Career to View

SS FA_AY_CAR_SEL

Click the Total Aid amount
link on the Financia Aid -
Financial Aid Eligibility
page.

Select acareer to view by
aid year.

Financial Aid - Loan
Application Information

SS_FA_LOAN_DETAIL

Click the Loan Application
Information link on the
Financial Aid - Award
Summary page.

View loan application
information. Thisincludes
loan status, loan amount,
loan fee, net amount, and
activity date. A student
must have an originated
loan in the system for this
information to be available.

Financial Aid - Declined
Awards

SS FA_AWD_ALL_CD

Click the View Declined
Awards link on the
Financial Aid - Award
Summary page.

View declined awards by
aid year. Thisview is
available if your institution
entered Aid Year in the
View Summary By field on
the Self Service Options

page.

Financial Aid - Canceled
Awards

SS FA_AWD_ALL_CD

Click the View Canceled
Awards link on the
Financial Aid - Award

View canceled awards by
aid year. Thisview is
available if your institution

Summary page. entered Aid Year in the
View Summary By field on
the Self Service Options
page.
Financial Aid - Scheduled | SS_FA_AWD_TERM_DTL Click the View Scheduled | View scheduled

Disbursements

Disbursement Dates link for
the term in the scroll area
on the Financia Aid -
Award Summary page.

disbursements by term. This
includes the type of award,
the accepted amount, the
fee, the net amount, and the
scheduled disbursement
dates for a particular term.
The system displays awards
that have been offered but
not accepted by the student
with a blank disbursement
date.
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Viewing Student Self-Service Pages by Award Period

This section lists the pages used to view student self-service pages by award period. Most pages are the same
for both aid year and award period options.

If your institution enters Award Period in the View Data By field on the Inquiry Options page, the system
displays the data by award period.

Pages Used to View Student Self-Service Pages by Award Period

236

Page Name

Definition Name

Navigation

Usage

Financial Aid - Select Aid
Year toView

SS FA_AWD_AY_SEL

Self Service, Campus
Finances, View Financid
Aid, Financial Aid - Select
Aid Year to View

Select an award period to
view.

Financial Aid - Award
Summary

SS FA_AWD_SUMM_PER

Click thelink on the
Financial Aid - Select Aid
Year to View page
designating the aid year that
you want to view.

View adetailed summary of
financial aid by award
period. Thisincludesthe
type of award and the
offered and accepted
amounts for the academic
year and terms within the
award period.

Financial Aid - Financial
Aid Eligibility

SS FA_AP_SUMMARY

Click the Financial Aid
Eligibility link on the
Financial Aid - Award
Summary page.

View financia aid
eligibility by award period.
Thisincludes estimated
financial aid budget,
expected family
contribution, estimated
need, total aid, and
remaining need.

Financial Aid - Estimated
Financial Aid Budget

SS_FA_COA

Click the Estimated
Financial Aid Budget
amount link on the
Financial Aid - Financial
Aid Eligibility page.

View estimated financial
aid budget by award period.

Financial Aid - Expected
Family Contribution

SS FA_EFC_BY_AP

Click the Expected Family
Contribution amount link on
the Financia Aid -

Financial Aid Eligibility
page.

View expected family
contribution by award
period. Thisincludes both
parent and student.

Financial Aid - Select
Career to View

SS FA_AP_CAR_SEL

Click the Total Aid amount
link on the Financia Aid -
Award Summary page.

Select acareer to view by
award period.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.



Using Financial Aid Self Service

Page Name

Definition Name

Navigation

Usage

Financial Aid - Loan
Application Information

SS FA_LOAN_DETAIL

Click the Loan Application
Information link on the
Financia Aid - Award
Summary page.

View loan application
information. Thisincludes
loan status, loan amount,
loan fee, net amount, and
activity date. A student
must have an originated
loan in the system for this
information to be available.

Financial Aid - Declined
Awards

SS FA_AWD_PER_CD

Click the View Declined
Awards link on the
Financial Aid - Award
Summary page.

View declined awards. This
view isavailableto the
student if the institution
entered Award Period in the
View Summary By field on
the Self Service Options

page.

Financial Aid - Canceled
Awards

SS FA_AWD_PER_CD

Click the View Canceled
Awards link on the
Financial Aid - Award

View canceled awards. This
view isavailable to the
student if the institution

Summary page. entered Award Period in the
View Summary By field on
the Self Service Options
page.
Financial Aid - Scheduled | SS_FA_AWD_TERM_DTL Click thelink for theterm | View scheduled

Disbursements

in the scroll area on the
Financial Aid - Award
Summary page.

disbursements by term. This
includes the type of award,
the accepted amount, the
fee, the net amount, and the
scheduled disbursement
dates for a particular term.
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Using Self-Service Campus Personal
Information

This chapter provides an overview of PeopleSoft Enterprise Campus Self-Service personal information and
discusses how to:

» Display and access self-service personal data.

» Useself-service user preferences.

» Use self-service addresses, names, phones, and demographic data.
» Useself-service personal attributes data.

» Usesdf-serviceidentification data

» Use self-service participation data.

» Enter other self-service biographical data.

» Usesdf-service service indicators data.

o Use self-service checklists data.

Understanding PeopleSoft Campus Self-Service Personal
Information

The personal information functionality of PeopleSoft Campus Self-Service exposes familiar Peopl eSoft
Campus Community information to self-service users. It provides an easy way for self-service users to update
basic personal information about themselves at any time without having to visit your offices or complete and
mail a hardcopy form.

All authenticated roles can use self-service functionality. They can use it to maintain their own personal
information. They can also useit to review the holds and to do items on record at your institution for
themselves.

Note. For security reasons, the following datais view-only for self-service users: national identification
number, citizenship, driver'slicense, visa or permit data, veteran status, gender, birth date, marital status,
extracurricular activities, and internal honors and awards.

The navigation tabs that are used in self-service personal information are defined on the Navigation Tabs
Setup page.
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See Also

Chapter 3, "Setting Up Self-Service Navigation," page 9

Chapter 19

Displaying and Accessing Self-Service Personal Data

The Personal Data Summary page contains links to self-service pages showing the individual's personal data.
Optionally, you can also set the summary page to display the person's contact information and lists of holds
and to do's for the student's convenient viewing and for any staff viewing datafor that individual.

Y ou can enter the label to use asthe link for redirecting the user to the self-service page where the displayed
address, phone number, or email address can be edited or updated. Y ou can also set how many negative
service indicators (holds) to display and how many pending checklist items (to do's) to display on the

summary page.

This section describes how to:

» Set datato display on the Personal Data Summary page.

» Access persona data.

Pages Used to Display and Access Self-Service Personal Data

Page Name

Definition Name

Navigation

Usage

Personal Data Summary
Options

SSS_PRSN_SUM_SETUP

Setup SACR, Common
Definitions, Self Service,
Personal Data Summary
Options

Optionally, set the types of
addresses, phone number,
and email address and the
number of holds and to do's
to display for an ID on the
Personal Data Summary

page.

Personal Data Summary

SSS_PRSNLDATA_SUMM

Self Service, Campus
Personal Information,
Personal Data Summary

View asummary of linksto
your personal data, and
view alist of your holds and
todo's.

Setting Data to Display on the Personal Data Summary Page

Access the Personal Data Summary Options page (Setup SACR, Common Definitions, Self Service, Personal

Data Summary Options).

240

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.




Chapter 19 Using Self-Service Campus Personal Information

Personal Data Summary Options

Last Update DateTime |06/05/06 7i19:1¢ User ID lps

DescHption |

Contact Information

Type of addresses to display

Address Box 1 (left) WO\ Harme Address Box 2 (Hght) IWQ Campus
Address Box 1 Link Label Address Box 2 Link Label
|Address |A|ternate Addrezs
v Display Phone Ty¥pe I Horme j" v Display E-mail Type I Dorrn j"
Phone Link Label Email Link Label
|F‘h|:une |Ernai|

Privacy settings link |

Holds Section To Do List Section
Show I i0 - I holds at a ime Show IA” - I To Do's at a time

r Display monetary walue

Personal Data Summary Options page

The Personal Data Summary Options page contains links to self-service pages that show the individual's
personal data. Y ou can optionally set the individual's contact information and holds and to do'sto display on
the summary page.

Contact Information

Y ou can select the type of contact information to display and enter the label to use as the link for redirecting
the user to the self-service page where the address, phone number, or email address can be edited or updated.

If you do not use the U.S. Family Educational Rights and Privacy Act (FERPA) functionality, you can enter
the URL to your ingtitution's privacy site in the Privacy settings link field.
Holds and To Do List Sections

Y ou can also specify how many negative service indicators (holds) and pending checklist items (to do's) to
display for the person.

Accessing Personal Data

Access the Personal Data Summary page (Self Service, Campus Personal Information, Personal Data
Summary).
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Betty 's Personal Data Summary

¥ Personal Information
Mo Halds,

Hames Contact Information
Ernergency Contacts Description Ernail Address

Internet Addresses Mone Mone ,

Dermographic Data Mo To Bo's.

¥ Security Settings

Perzonal Identification Murnber
FER.PA Bestrictions

User Preferences

¥ Credentials Information

Lanquages

Licenses and Cerificates
Mernberships

Work Experience

¥ Participation Information

Publications
Extracurricular Activities

Honors/Awards

Personal Data Summary page

Options set on the Personal Data Summary Options page render the Contact Information,Holds, and To Dos
data on the Personal Data Summary page. If the individual had negative service indicators assigned or any
pending checklists, the page would (according to the sample options page) also list the first 10 holds (service
indicators) and al of the individual's pending checklist items.

Using Self-Service User Preferences

User preferences enable self-service users to set default values for themselves to minimize the need for
repetitive data entry. After they have been set, the default values remain associated with the user until
changed or deleted. Self-service users can select their own user preferences or you can do it for them by using
the User Profiles Management process to assign them the latest values corresponding to their profiles.

See Also

PeopleSoft Enterprise Campus Solutions 9.0 Application Fundamental s PeopleBook, " Creating and
Maintaining User Profiles"
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Page Used for Self-Service User Preferences

Page Name Definition Name Navigation Usage

User Preferences S5_CC_USER_PREF o Sdect the User Enter default values for
Preferenceslink on the | academic value and other
Personal Data Summary | €lements required often by
page the system.

e Self Service, Campus
Personal Information,
User Preferences

Using Self-Service Addresses, Names, Phones, and Demographic
Data

Self-service users can view and update their own addresses, names, phone numbers, and demographic data,
including gender, date of birth, and marital status.

Addresses, names, phones, and demographic data are set up in the PeopleSoft Enterprise Campus Solutions
system. When you set up Personal Data Summary Options for PeopleSoft Campus Self Service, you can
choose which address, phone, and email type to display by default on self-service pages. No additional setup
isrequired.

Links under Campus Personal Information enable online self-service usersto view, modify, or update their
own:

+ Addresses

*  Names

+ Phone numbers

« Email addresses

+ Internet addresses

« Emergency contacts

« Demographic information, including gender, date and place of birth, marital status, and so on.

See Also

PeopleSoft Enterprise Campus Community 9.0 Fundamental s PeopleBook, " Designing Campus Community"

PeopleSoft Enterprise Campus Community 9.0 Fundamental s PeopleBook, " Setting Up Biographical
Information," Setting Up Names, Addresses, and Phone Numbers

PeopleSoft Enterprise Campus Community 9.0 Fundamental s PeopleBook, " Setting Up Biographical
Information," Setting Up Emergency Contacts Data
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Pages Used for Self-Service Addresses, Names, Phones, and Demographic

Data

244

Page Name Definition Name Navigation Usage
Addresses SS_ADDRESSES e Clickthe addresslink | View your current address
onthe Personal Data | types as permitted by the
Summary page. An Type_ControI page, and the
addresslink is either or | @ssociated address data.
both of the labels
entered for the Address
Box 1 and Address Box
2 on the Personal Data
Summary Options page
e Self Service, Campus
Personal Information,
Addresses, Addresses
Edit Address EO_ADDR_USA_SEC « Click the edit button on | When you access this page
the Addrem pwe USi ng the ed|t button on the
Addresses page or the Edit
+ Click the ADD A NEW | Addresslink on the
ADDRESS button on | Emergency Contact Detail
the Addresses page. page, you can edit or update
the address.
. (_ZI ick the Edit Address When you access this page
'(':g‘:]t‘;rc‘ttgeeg‘?iggegcy using the ADD A NEW
) ADDRESS button, you can
add an address type and
associated data for yourself
to be effective now or on a
future date.
Delete Address SS_UPDATE_ADDRESS Click the Delete (type) Delete an address type and
address link on the associated data.
Addresses page. (Self-
service users can edit only
the home and mailing
addresses, so no Delete
button appears for these
addresstypes.)
Names Rt «  Click the Names link on | View your current name
the Personal Data types as permitted by the
Summary page. Type Control page, and the
associated name data.
e Self Service, Campus
Personal Information,
Names, Names
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Page Name Definition Name Navigation Usage
Change Name SS_CC_UPDATE NAME « Click theedit button on | When accessed from the
edit button, you can view or
Add anew name the Names page to '
access the Change update the name type.
Name page. When accessed from the

Click the ADD A NEW
NAME button on the
Names page to access
the Add a new name

page.

ADD A NEW NAME
button, you can add a name
type and new name with a
current for future effective
date.

Phone Numbers

SS CC_PERS PHONE

Click the Contact
Information Description
link on the Personal
Data Summary page.

Click the ADD A
PHONE NUMBER
button on the
Emergency Contact
Detail page, and then
select the phone type to
edit or delete.

Self Service, Campus
Personal Information,
Phone Numbers

View and update your
current phone types as
permitted by the Type
Control page, and phone
numbers.

Buttons on this page also
enable you to add or delete
rows to add or delete phone
numbers.

Email Addresses

SS CC_EMAIL_ADDR

Click the Contact
Information Email
Address link on the
Personal Data Summary

page.

Self Service, Campus
Personal Information,
Email Addresses

View and update your
current email address types
as permitted on the Type
Control page, and email
addresses.

Buttons on this page also
enable you to add or delete
rowsto add or delete email
addresses.

Internet Addresses

SS CC_INTERNET_ADR

Click the Internet
Addresses link on the
Personal Data Summary

page.

Self Service, Campus
Personal Information,
Internet Addresses

View and update internet
addresses, including website
and FTP site addresses.

Buttons on this page also
enable you to add or delete
rows and to add or delete
internet addresses.
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Page Name

Definition Name

Navigation

Usage

Emergency Contacts

SS CC_EMRG_CNTCT L

¢ Click the Emergency
Contacts link on the
Personal Data Summary

page.

e Self Service, Campus
Personal Information,
Emergency Contacts

View the name, address,
and phone numbers for your
emergency contact.

Emergency Contact Detail

SS CC_EMRG_CNTCT_D

Click the ADD AN
EMERGENCY CONTACT
button on the Emergency
Contact page.

Add an emergency contact
for yourself, and enter the
contact information.

Demographic Information

SS CC_DEMOG_DATA

e Click the Demographic
Datalink on the
Personal Data Summary

page.

e Self Service, Campus
Personal Information,
Demographic
Information

View asummary of your
demographic data such as
your date of birth, gender,
marital status, national 1D,
and so on.

Note. If aphoto isloaded
into the system from the
Photograph pagein
PeopleSoft Enterprise
Campus Solutions, that
photo appears in the upper
right on this page.

See PeopleSoft Enterprise
Campus Community 9.0
Fundamental s PeopleBook,
"Managing Personal
Identification Data,"
Entering Photographs.

FERPA Restrictions

SS CC_FERPA_INQ

¢ Click the FERPA
Restrictions link on the
Personal Data Summary

page.

e Self Service, Campus
Personal Information,
FERPA Restrictions

View datathat you have
restricted from being
released.

Edit FERPA/Directory
Restrictions

SS CC_FERPA

Click the EDIT FERPA
DIRECTORY
RESTRICTIONS button on
the FERPA Restrictions

page.

Place restrictions to prevent
the release of data about
yourself.
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Page Name

Definition Name

Navigation

Usage

Release To Publication

INST_PUB_CATG_SEC2

Click the Release To
Publication link on the Edit
FERPA/Directory
Restrictions page. (Thelink
appears only when the
Restrict check box is
selected.)

Release restricted
information for inclusionin
specific internal directory
publications.

Using Self-Service Personal Attributes Data

Self-service users can view and update the list of languages that they read, write, and speak.

Languages are set up in PeopleSoft Enterprise Campus Solutions. No additional setup is required for self-

service.

Note. Religious preference and decedent data personal attributes are not available from Campus Self Service.

These are set up and maintained in PeopleSoft Enterprise Campus Solutions only.

This section lists the pages used for self-service persona attributes.

See Also

PeopleSoft Enterprise Campus Community 9.0 Fundamental s PeopleBook, " Setting Up Biographical
Information," Setting Up Personal Attributes

Pages Used for Self-Service Personal Attributes

Page Name

Definition Name

Navigation

Usage

Languages

SS CC_LANGUAGES L

e Click the Languages
link on the Personal
Data Summary page.

e Self Service, Campus
Personal Information,
Languages

View or edit alist of the
languages that you read,
write, or speak and the
proficiency with which you
read, write, or speak them.
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Page Name Definition Name Navigation Usage
Language Detail SS_CC_LANGUAGES D « Clickthenameof the | When you accessthis page
language on the from the name of the
Languages page to language, view details of
access a view-only that language and your
version of the Language | Proficiency.
Detail page. When you access this page
. . using the edit button, view
* Click theedit buttonon | |4 modify details of that
the Languages pageto | | anguage and your
access an updatable -
. proficiency.
version of the Language
Detail page. When you access this page
usingthe ADD A
e Click theADD A LANGUAGE button, add a
LANGUAGE bhutton on | language to your list of
the Languages pageto | languages.
access and enterable
version of the Language
Detail page.
Ethnicity SS_CC_ETHNICITY_US «  Sdf Service, Student | Students, staff, and faculty
Datalink, Ethnicity enter details about their
racia background.
e Sdf Service, Faculty
Center, View Personal
Data Summary link,
Demographic Datalink,
Ethnicity tab
e Self Service, Campus
Personal Information,
Personal Data Summary
link, Demographic Data
link, Ethnicity tab
Self Service Help SS_CC_ETH_HELP_PG Click the Explain link on Students, staff, and faculty

the Ethnicity page.

review ethnicity definitions
from the National Center
for Education Statistics
(NCES) website.

The appearance of this page changes, based on the settings defined on the Self Service Ethnicity Setup page.
If the pageis set up as display only, students and faculty are only able to see their ethnicity dataon filein the
system; they cannot add or update it through Campus Self Service.

Ethnicity questions are asked in two parts. First, self-service users may indicate whether they are or are not of
Hispanic or Latino origin. Second, users may indicate their race. Users can click the Explain link to access the
Self Service Help page that describes the way to answer the two questions, based on information from the
NCES website: http://nces.ed.gov/statprog/2002/std1 5.asp
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When a self-service user answers Question 1, the system inserts a value matching the Self Service Ethnicity
Setup Answer Mapping for the respective answer into the Ethnicity records. When a self service user answers
Question 2, the system inserts values matching the Self Service Ethnicity Setup Answer Mapping for the
respective answersinto the Ethnicity records. For example, if the user selects Asian and 'Asian’ is the ethnic
group mapped to that answer on the Self Service Ethnicity Setup Answer, arow for Asian will be inserted
into the ethnicity tables.

The Background Information grid only appearsif you have set it up in the Additional Background
Information section of the Self Service Ethnicity Setup page.

When collecting additional background information, the values that you selected in the Answer Mapping
section of the Self Service Ethnicity Setup do not appear in the Background prompt. The values that do
appear have been selected in the Ethnic Groups to Display on the Self Service Ethnicity Group page and
match the self-service user's answers to the questions. For example, when the user selects'Yes, | am Hispanic
or Latino' and al so selects the American Indian or Alaska Native check box, only those active, current ethnic
groups selected in Ethnic Groups to Display on the Self Service Ethnicity Setup that map to Hispanic or
American Indian EEO Ethnic Groups will display in the Background prompt.

If the user answers'No, | am not Hispanic' and does not answer the second question, the Background prompt
displays all non-Hispanic ethnic groups selected in Ethnic Groups to Display on the Self Service Ethnicity
Setup page. If the user then selects a Background value that maps to one of the five answers to Question 2,
the related check box will be set when the Submit button is selected. Finally, users must click the The
Information is correct as entered check box to confirm their selections and Submit their information. Even if
users choose not to answer the questions, they will be prompted to select The Information correct as entered
to indicate that they have reviewed the survey questions.

The IPEDS Ethnicity survey questions are optional. If a self-service user does not wish to divulge the
information, they may simply leave the questions unanswered and select the The Information is correct as
entered check box then select Submit.

A detailed technical red paper, including data examples, is available on Oracle's My Oracle Support website.
See Also

"Campus Solutions IPEDS and Ethnicity Red Paper,” posted to My Oracle Support in June 2009.

Using Self-Service Identification Data

Self-service users can enter and change their own personal identification numbers from within Campus Self
Service. No specific setup is required.

Note. For security reasons, other identification datais either not available from Campus Self Service (external
system ID and residency data) or is used as display-only (visa and passport data, driver's license information,
or photos) These are set up and maintained in PeopleSoft Enterprise Campus Solutions only.

This section lists the page used for self-service identification data.

See PeopleSoft Enterprise Campus Community 9.0 Fundamentals PeopleBook, " Setting Up Personal
Identification Data."
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See PeopleSoft Enterprise Campus Community 9.0 Fundamentals PeopleBook, "Managing Personal

Identification Data."

Page Used for Self-Service Identification Data

Page Name

Definition Name

Navigation

Usage

Personal |dentification
Number

SS CC_PIN

¢ Click the Personal
| dentification Number
link on the Persona
Data Summary page.

e Self Service, Campus
Personal Information,
Personal Identification
Number

Create a personal
identification number for
yourself.

Using Self-Service Participation Data

250

Self-service users can view and update lists of their own licenses and certificates, memberships, and
publications from within Campus Self Service. In addition, individuals can view lists of their own

extracurricular activities and honors and awards.

Participation datais set up in the PeopleSoft Enterprise Campus Solutions system. No additional setup is

required for self-service.

Note. Athletic participation is not available from Campus Self Service. Y ou set up and maintain athletic
participation data in PeopleSoft Enterprise Campus Solutions only.

This section lists the pages used for self-service participation data.

See Also

PeopleSoft Enterprise Campus Community 9.0 Fundamentals PeopleBook, "Managing Participation Data"
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Pages Used for Self-Service Participation Data

Page Name Definition Name Navigation Usage

License and Certificates SS CC_LIC_CERT_L e Click the View alist of your licenses
Licenses/Certificates | and certificates.
link on the Persona
Data Summary page.

Self Service, Campus
Personal Information,
Licenses and
Certificates

License/Certificate Detail

SS CC_LIC_CERT D

Click the name of the
license or certificate on
the License and
Certificates page to
access aview-only
version of the
License/Certificate
Detail page.

Click the edit button on
the License and
Certificates page to
access an updatable
version of the
License/Certificate
Detail page.

Click the ADD A
LICENSE/CERTIFICA
TE button on the
Licenses and
Certificates page to
access an enterable
version of the
License/Certificate
Detail page.

When you access this page
from the name of the license
or certificate, view details
about that license or
certificate.

When you access this page
using the edit button, view
or modify details about that
license or certificate.

When you access this page
usingthe ADD A
LICENSE/CERTIFICATE
button, add another license
or certificate to your list of
licenses and certificates.

Memberships

SS CC_MEMBER L

Click the Memberships
link on the Personal
Data Summary page.

Self Service, Campus
Personal Information,
Memberships

View alist of your
memberships.
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Page Name

Definition Name

Navigation

Usage

Membership Detail

SS CC_MEMBER D

Click the name of the
membership on the
Memberships page to
access aview-only
version of the
Membership Detail

page.

Click the edit button on
the Memberships page
to access an updatable
version of the
Membership Detail

page.

Click the ADD A
MEMBERSHIP button
on the Memberships
page to access an
enterable version of the
Membership Detail

page.

When you access this from
the name of the
membership, view details
about that membership.

When you access this page
using the edit button, view
or modify details about that
membership.

When you access this page
usingthe ADD A
MEMBERSHIP button, add
another membership to your
list of memberships.

Extracurricular Activities

SS CC_EXTRACUR_ACT

Click the
Extracurricular
Activitieslink on the
Personal Data Summary

page.

Self Service, Campus
Personal Information,
Extracurricular

View alist of your
extracurricular activities.

Note. Self-service users can
view extracurricular
activities information, but
they cannot enter, modify,
or updateit.

Activities

Honors and Awards SS_CC_HONOR_AWARD e Click the View alist of your
Honors/Awards link on | @ademic honors and
the Personal Data awards.
Summar e.

y g Note. Self service users can
+  Self Service, Campus | View academic honors and

Personal Information, | @wardsinformation, but
Honorsand Awards, | they cannot enter, modify,
Academic Honorsand | OF updateit.
Awards

Publications SS CC_PUB_L . View alist of your

Click the Publications
link on the Persona
Data Summary page.

Self Service, Campus
Personal Information,
Publications

publications.
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Page Name

Definition Name

Navigation

Usage

Publication Detail

SS CC_PUB_D

Click the name of the
publication on the
Publications page to
access aview-only
version of the
Membership Detail

page.

Click the edit button on
the Publications page to
access an editable
version of the
Membership Detail

page.

Click the ADD
PUBLICATION button
on the Publications
page to access an
enterable version of the
Membership Detail

page.

When you access this page
from the name of the
publication, view details of
that publication.

When you access this page
using the edit button, view
and modify details of that
publication.

When you access this page
using the ADD
PUBLICATION button, add
apublication to your list of
publications.

Entering Other Self-Service Biographical Data

Y ou can also use Campus Community self service to enable students to manage other biographical data.

This section lists the pages used to enter other self-service biological data.

Pages Used to Enter Other Self-Service Biographical Data

Page Name

Definition Name

Navigation

Usage

Work Experience

SS CC_WORK_EXP_A

Click the Work
Experience link on the
Personal Data Summary

page .

Self Service, Campus
Personal Information,
Work Experience

View alist of your work
experience.
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Page Name Definition Name

Navigation

Usage

Employment Details SS_CC_WORK_EXP

Click the name of the
work experience on the
Work Experience page
to access aview-only
version of the
Employment Details

page.

Click the edit button on
the Work Experience
page to access an
updatable version of the
Employment Detail

page.

Click the ADD A
WORK EXPERIENCE
button on the Work
Experience page to
access an enterable
version of the
Employment Details

page.

When you access this page
from the name of the work
experience, view details of
that work experience.

When you access this page
using the edit button, view
and modify details of that
work experience.

When you access this page
using the ADD A WORK
EXPERIENCE button, add
awork experience to your
list of work experiences

Using Self-Service Service Indicators Data

254

Self-service service indicators are presented in Campus Self Service as holds.

The Holds link under Campus Personal Information enables self-service users to assume responsibility for
viewing and resolving their own negative service indicator issues.

Note. Positive service indicators are not presented from Campus Self Service. Positive service indicators are
set up and applied in PeopleSoft Enterprise Campus Solutions only.

Service indicators are set up in PeopleSoft Enterprise Campus Solutions. When you define a service indicator
in Campus Solutions, you can choose whether to display the indicator (as a hold) on self service pagesfor all
IDsto which the indicator is assigned. When you set up Personal Data Summary Options for Campus Self
Service, you can choose how many holds to display and whether to display their monetary value, if any. No

other setup is required.

This section lists the pages used for self-service service indicators data.

See Also

PeopleSoft Enterprise Campus Community 9.0 Fundamental s PeopleBook, " Setting Up Service Indicators"

PeopleSoft Enterprise Campus Community 9.0 Fundamental s PeopleBook, "Managing Service Indicators"
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Pages Used for Self-Service Service Indicators Data

Page Name Definition Name Navigation Usage
Your Holds SS_CC_HOLDS Self Service, Campus View holds placed on
Personal Information, Holds| services for yourself and
determine how and when to
resolve them.
Hold Item SS CC_HOLD_SEC e Clickthenameof the | View information about a

hold item in the Holds
box on the Personal
Data Summary page

¢ Click the name of the
hold item on the Y our
Holds page.

specific hold and determine
how to resolve it and whom
to contact

Using Self-Service Checklists Data

Checklists data is presented as ato-do item list in Campus Self Service.

The To Do List link under Campus Personal Information enables self-service users to assume responsibility
for viewing and resolving their own pending checklist items.

Checklists are set up in PeopleSoft Enterprise Campus Solutions. When you set up Personal Data Summary
Options for Campus Self Service, you can choose how many to-do itemsto display. No additional setup is

required for self service.

This section lists the pages used for self-service checklists data.

See Also

PeopleSoft Enterprise Campus Community 9.0 Fundamentals PeopleBook, " Setting Up Checklists'

PeopleSoft Enterprise Campus Community 9.0 Fundamental s PeopleBook, "Managing Checklists'

Pages Used for Self-Service Checklists Data

Page Name

Definition Name

Navigation

Usage

To Do List

SS_CC_TODOS

Self Service, Campus
Personal Information, To
Do List

View your pending
checklist items and
determine what to do to
satisfy the requirements.
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Page Name

Definition Name

Navigation

Usage

To Do Item

SS_CC_TODOS SEC

¢ Click the name of the
ToDoitemintheTo
Do List box on the
Personal Data Summary

page

¢ Click the name of the
To Do Itemonthe To
Do List page.

View information about a
specific checklist item and
determine what is required
and whom to contact.
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Using Self-Service Transfer Credit

This chapter discusses how to:

« View transfer credit reports through self-service pages.

» Evauatetransfer credit through self-service pages.

Viewing Transfer Credit Reports Through Self-Service Pages

Students can view transfer credit reports through pages in Campus Self Service.

Page Used to View Transfer Credit Reports Through Self-Service Pages

Page Name

Definition Name

Navigation

Usage

View Transfer Credit
Report

SS TRCR_RPT

Self Service, Transfer
Credit

Students can view all of
their course, test, and other
transfer credit that your
academic institution has
submitted for posting to
their student enrollment
records.

Evaluating Transfer Credit Through Self-Service Pages

This section provides an overview of the Self-Service Modeling Transfer Credit feature and discusses how
students, applicants, prospects, and visitors can use this feature.

Understanding the Self-Service Modeling Transfer Credit Feature

The Self-Service Modeling Transfer Credit feature enables users to enter and process "what-if" course
transfer credit evaluations over the internet. Students, applicants, prospects, and visitors can use the Evaluate
Transfer Credit self-service pages to create course transfer credit models based on transfer courses from
external organizations or from internal academic careers and programs. These individuals can then process
their transfer credit models, view their transfer credit evaluation summaries, and use the evaluation resultsto
run what-if degree progress reports.
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Within the what-if model, users can run a degree progress analysis that also includes all courses on the
individual's record that are in a"completed” or "posted” transfer model. Thisway, for prospects and
applicants with completed (but not posted) transfer models on file, the system automatically articul ates and
includes these courses in the what-if degree audit.

Users have access to the self-service Modeling Transfer Credit feature based on their role. Visitors—

individuals who have not formally applied to your institution—can access the Evaluate Transfer Credit self-
service pages once the visitor has been assigned an ID. Prospects, applicants, and students can a so access the
Evaluate Transfer Credit self-service pages.

The Self-Service Modeling Transfer Credit feature stores the data it createsin its own tables separate from the
tables the Student Records feature uses. This separation ensures the data integrity of official transfer credit
records. However, the page elements of the self-service feature prompt against the setup tables of the Student
Records Transfer Credit feature, making the setup for the Transfer Credit feature a prerequisite for the self-
service feature. Before a user can evaluate transfer credit scenarios, you must define academic institutions,
careers, programs, terms, courses, course transfer equivalency rules, and academic program and source
equivalencies.

Because the course transfer rules associated with an external organization or internal academic institution are
based on effective dates and grade points, the articulation term, external term, external year, unit, and grading
information that individuals enter into their modelsis critical. The self-service pages have onscreen
instructions that guide individuals through these data entry requirements so that they can receive accurate
information.

Note. Transfer model self-service reports always include both posted and completed transfer models,
regardless of the Incl Completed Transfer Models check box setting on the Transcript Type-Basic Data page.

See Also

PeopleSoft Enterprise Sudent Records 9.0 PeopleBook, " Setting Up Transfer Credit Processing”

Prerequisites
Before individuals can process self-service transfer credit modelling, you must:

»  Set up your system for academic advising.

See PeopleSoft Enterprise Academic Advisement 9.0 PeopleBook, "Getting Started with Academic
Advisement," Academic Advisement Overview.

» Define atranscript type that is available for self-service processing.

See PeopleSoft Enterprise Student Records 9.0 PeopleBook, " Setting Up Transcripts,” Defining
Transcript Type Basic Data.
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Pages Used to Evaluate Transfer Credit Through Self-Service Pages

Page Name

Definition Name

Navigation

Usage

Evaluate My Transfer
Credit

SS TRCR_SRCH

Self Service, Transfer
Credit

Individuals can use this
page to edit or delete an
existing course transfer
credit model that they have
previously created, or begin
creating a new model.

Transfer Credit Model
Information

SS TRCR_TARGET

e Sdf Service, Transfer
Credit

¢ Click the Create New
Model button on the
Evaluate My Transfer
Credit page.

Individuals can use this
page to select the required
target information for their
course transfer credit

model. Target information
includes the academic
career, program, and plan to
which they want to apply
the course transfer credit,
and the articulation term. To
assist individualsin entering
thisinformation, the page
elements prompt against the
academic institution,
academic career, academic
program, academic plan and
term tables.

The term that the individual
entered determines which
values appear in the
Program and Plan fields
based on the Last Admit
Term on the Academic
Program and Academic
Plan pages. If the individual
isacurrent student, the
system displays all active
programs and plans.

Transfer Credit Source
Information

SS TRCR_SOURCE

e Self Service, Transfer
Credit

¢ Click the Next button
on the Transfer Credit
Model Information

page.

Individuals can use this
page to enter the external
organization or internal
academic institution from
which theindividual is
transferring. To assist
individualsin entering this
information, the page
elements prompt against the
course transfer rules tables
to ensure that you
institution has established a
course transfer rule for the
external organization or
internal academic
institution.
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Page Name

Definition Name

Navigation

Usage

Current Coursework

SS TRCR_INTCR

e Sef Service, Transfer
Credit

¢ Select asource career
and institution and click
the Next button on the
Transfer Credit Source
Information page.

Individuals who are creating
internal course transfer
credit models can use this
page to view their
coursework for at the
specified internal academic
ingtitution. The system
automatically loads their
enrollment information into
the page.

Education Data

SS TRCR_EDUC

e Sdf Service, Transfer
Credit

¢ Select an externd
institution and click the
Next button on the
Transfer Credit Source
Information page.

Individuals who are creating
external course transfer
credit models can use this
page to enter their external
education information. This
information includes the
external year and term, term
type, external subject area,
course number, units taken,
and grade received. The
system does not uses the
education data table to
retrieve and store this
information. The system
instead requires the
individual to enter the
information, which it then
stores on a set of tables
unique to the Self-Service
Modeling Transfer Credit
feature.

Transfer Credit Results

SS TRCR RSLT

e Sdf Service, Transfer
Credit

¢ Click the Submit button
on the Education Data
page or on the Current
Coursework page.

Individuals can use this
page to view the results of
the Self-Service Transfer
Credit Evaluation process
for the model. The system
displaysthe transfer credit
summary report inagrid at
the bottom of the page.
Individuals can use the
browser print function to
print the page. Individuals
can click the View Details
button to see additional
information about the
incoming courses and their
internal equivalents. The
evaluation istentative
pending final review by
your academic institution.

260
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Page Name

Definition Name

Navigation

Usage

Transfer Credit Results
Detail

SS TRCR_RSLT_DTL

e Sef Service, Transfer
Credit

¢ Click the View Transfer
Equivalency Details
button on the Transfer
Credit Results page.

Individuals can use this
page to view incoming
course and internal
equivalent information. The
system displays each
incoming course beside its
internal equivalent course.
The system captures but
hides the valid attempts,
earn credit, and includein
GPA fields.

Process A Degree Progress
Report

SS TRCR_AA_RQST

e Self Service, Transfer
Credit

¢ Click the Next button
on the Transfer Credit
Results page.

Individuals can use this
page to run adegree
progress audit report to see
how the internal equivalents
of their transfer credit
model apply towards their
degree requirements. The
report process combines
PeopleSoft Academic
Advisement what-if and
course list what-if
functionality. In PeopleSoft
Academic Advisement, you
can apply degree
reguirements to students
based on their academic
career, program, plan, and
subplan. A what-if scenario
enables you to select this
academic structure
information and run a
process to see what
reguirements a student
needs for graduation.
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Page Name

Definition Name

Navigation

Usage

Modeling Transfer Credit -
View Degree Progress
Report

SS TRCR_AA_RSLT

e Sef Service, Transfer
Credit

¢ Click the Next button
on the Process A
Degree Progress Report

page.

Individuals can use this
page to view the what-if
degree progress report,
showing them their possible
degree progress based on
the transfer credit model.
For visitors, the process
uses the target academic
program and internal
equivalent courses, which
become the what-if courses,
during the creation of the
degree progress report. For
applicants and students, the
process uses the target
academic program and
internal equivalent courses
of the model, completed and
posted transfer credit
models, and enrollment
records during the creation
of the degree progress
report.
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Using Self-Service Student Recruiting

The chapter discusses how to use self service student recruiting.

Using Self-Service Student Recruiting for Recruiting and

Admissions

Recruiting officers use Student Recruiting to view prospect and applicant information through pagesin
Campus Sdlf Service. They can view the prospects and applicants who are assigned to them by category and
region. They can also view prospects and applicants for a specific organization.

This section lists prerequisites and lists the pages used for self-service student recruiting.

Prerequisites

Before recruiting officers can view prospects and applicants through self-service pages, they must have
prospects and applicants who are assigned to them. Assign arecruiter to a prospect on the Prospect
School/Recruiting page or through the Process Recruiters pages. Assign arecruiter to an applicant on the
Application School/Recruiting page.

Pages Used for Self-Service Student Recruiting for Recruiting and

Admissions

Page Name Definition Name Navigation Usage

Prospects by Category - SS ADM_PRS REQ_CAT Self Service, Student Recruiting officers use this

Select Search Criteria Recruiting, View Prospects | page to search for prospects
by Category by category.

Prospects by Category - SS ADM_PRS_SUM_CAT Click the Search button on | Recruiting officers use this

Search Results the Prospects by Category - | page to view prospect
Select Search Criteria page. | search results.

Prospect Programs

ADM_PRSPCT _P_SEC

Click the Program Detail
link on any of the prospect
search results pages.

Recruiting officers use this
page to view program
details for a prospect.
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Page Name Definition Name Navigation Usage
Prospects by Organization - | SS ADM_PRS REQ_ORG Self Service, Student Recruiting officers use this
Select Search Criteria Recruiting, View Prospects | page to search for prospects
by Organization by organization.
Prospects by Organization - | SS_ADM_PRS SUM_ORG Click the Search button on | Recruiting officers use this
Search Results the Prospects by page to view prospect
Organization - Select search results.
Search Criteria page.

Organization Primary
Location

EXT_ORG_LOC

Click the Org Primary
Location link on the
Prospects by Organization -

Recruiting officers use this
page to view the
organization's primary

Search Results page. address.
Prospects by Region - SS_ADM_PRS REQ_REG «  Outreach, Recruiting | Recruiting officers use this
Select Search Criteria Officer, Home, page to search for prospects
Recruiting, By Region | by region.
e Sdf Service, Student
Recruiting, View
Prospects By Region
Prospects by Region - SS_ADM_PRS_SUM_REG Click the Search button on | Recruiting officers use this
Search Results the Prospects by Region - page to view prospect
Select Search Criteriapage. | search results.

Applicants by Category -
Select Search Criteria

SS ADM_APP REQ CAT

e Qutreach, Recruiting
Officer, Home,
Recruiting, By
Category

e Sdf Service, Student
Recruiting, View
Applicants By Category

Recruiting officers use this
page to search for
applicants by category.

Applicants by Category -
Search Results

SS_ ADM_APP_SUM_CAT

Click the Search button on
the Applicants by Category
- Select Search Criteria

page.

Recruiting officers use this
page to view applicant
search results.

Applicants by Category -
Program Detail

SS ADM_APPL_PROG _C

Click the Program Detail
link on any of the applicant
search results pages.

Recruiting officers use this
page to view program
details for an applicant.

Applicants by Category -
Application Status

SS ADM_APP ST CAT

Click the Application Status
link on the Applicants by

Category — Program Detail
page.

Recruiting officers use this
page to view a person's
application status.

Applicants by Organization
- Select Search Criteria

SS ADM_APP_REQ ORG

Self Service, Student
Recruiting, View Prospects
by Category, View
Applicants By Org

Recruiting officers use this
page to search for
applicants by organization.
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Page Name

Definition Name

Navigation

Usage

Applicants by Organization
- Search Results

SS ADM_APP_SUM_ORG

Click the Search button on
the Applicants by
Organization - Select
Search Criteria page.

Recruiting officers use this
page to view applicant
search results.

Applicants by Region -
Select Search Criteria

SS ADM_APP_REQ REG

Self Service, Student
Recruiting, View
Applicants By Region

Recruiting officers use this
page to search for
applicants by region.

Applicants by Region -
Search Results

SS_ ADM_APP_SUM_REG

Click the Search button on
the Applicants by Region —

Select Search Criteria page.

Recruiting officers use this
page to view applicant
search results.
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Chapter 22

Using Academic Advisement Self Service

This chapter lists prerequisites and discusses how to:

« View an advisement report.

» Search for classes by academic requirements.

« View advisee information through self-service pages.

» Process self-service advisement reports.

Prerequisites

Before a student or advisor can use self-service academic advisement features, the student must have avalid
user 1D in the system. The student must also be matriculated and have arole that includes security access to
the pages.

If your institution is processing degree progress reports using transcript types (versus advisement report
types), you must turn off security to the component, SAA_SS DPR_ADB.

Viewing an Advisement Report

This section provides an overview of My Academic Requirements and lists the pages used to view an
advisement report.

Understanding My Academic Requirements

The self-service functionality provides students with an interactive advisement report that they can use to
evaluate their degree progress, plan courses, and enroll in courses. The report has a date and time stamp so
that the student knows when the report was last run.

Depending on your Installation Student Administration setup, you can implement the advisement report using
either the Academic Advisement or the Program Guide installation option.
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If your institution uses Academic Advisement, the My Academic Requirements page reflects the results of a
degree audit. When students access the My Academic Requirements page, satisfied academic requirement
groups are collapsed, and unsatisfied ones are expanded. Data about the degree requirements appearsin
hierarchical structure that corresponds with your institution's advisement setup. For example, a requirement
and its contents appear below a heading for a requirement group. In general, lists of courses that may be used
or are used to satisfy a given requirement appear below the requirement line, which in turn appears below the
reguirement. Requirement group report descriptions appear in group boxes, and details about requirements,
which are attached to the requirement groups, appear below the requirement groups. Examples of these
detailsinclude report long descriptions, course statistics, and course lists. Whether specific details, such as
requirement line data, appear depends on the setup of your institution. When details are available for a student
to view, acaret appears next to the requirement group, requirement, or requirement line, as needed. Theicons
in the legend and the statuses of Satisfied and Not Satisfied communi cate the completion status of the courses
and degree requirements.

The setup of your institution determines whether the report is generated in real time, and it affects which
details appear on the report. For example, your institution controls whether a requirement line long
description appears on the report or whether the course list should appear. Thetitle and icons that appear in
the legend of the report are dictated by the setup of the advisement report type. The advisement report type
setup also dictates whether the report reflects the evaluation of in-progress, what-if, shopping cart, and
planned courses.

If your institution selects the Program Guide installation option, then the report that appears on the My
Academic Requirements page has a different look because the data comes from the Program Guide
reguirements. Because no degree audit is performed against Program Guide rules, the report does not indicate
whether aruleis satisfied or not. Instead, My Academic Requirements displays descriptive information from
the Program Guide course lists, requirements, and requirement groups. Courses taken, planned, and in
progress appear on the report, but a student, along with his advisor, must evaluate his degree progress.
Students can still use the Program Guide report to plan or enroll in courses.

See Chapter 9, "Setting Up Academic Advisement Self-Service," page 105.

Using the Search by My Requirements feature, students can access additional information and perform these
actions:

« Access course details.
» View wildcard course list information.
» View information about exceptions and overrides.

» Add classes to their shopping cart.

Pages Used to View an Advisement Report

Page Name Definition Name Navigation Usage
My Academic SAA_SS DPR_ADB Self Service, Degree Students assess academic
Requirements Progress/Graduation, My progress toward graduation,

Academic Requirements review course detail, add
courses to My Planner, view
class sections for a specific
term, and, if term activated,
add a classto their shopping
cart.
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Page Name Definition Name Navigation Usage
My Academic SAA_SS DPR_AAL Self Service, Degree Students review their
Requirements Progress/Graduation, My program guide, courses

Academic Requirements taken, review course detail,
add coursesto My Planner,
view class sections for a
specific term, and, if term
activated, add aclassto

their shopping cart.
My Academic SSS CRSE_OFFER _DTL Self Service, Degree Students review course
Requirements — Course Progress/Graduation, My details, add a course to My
Detail Academic Requirements Planner, view class sections

for a specific term, and, if

Click acourse description term activated, add a class

link. to their shopping cart.
My Academic SAA_SS DPR_AAL_WC Self Service, Degree View details about a course
Requirements - Course List Progress/Graduation, My list.
Detail Academic Requirements

Click a course link.
My Academic SAA_SS DPR_ADB_DTL Self Service, Degree View adescription of any
Requirements Progress/Graduation, My exception or override that

Academic Requirements affects the course.

Click the numericlink in
the Notes column (if
applicable).

Searching for Classes by Academic Requirements

This section provides an overview of the Search by My Requirements feature and lists the pages used to
access this feature.

Understanding Search by My Requirements

The Search by My Requirements feature enables students to search for classes based on their degree
requirements. The information that appears on the page is based on the student's most recently run advisement
report, but the presentation of the information varies from that shown on the My Academic Requirements
page because the student using the information intends to enroll in aclass.

The main difference between the Search by My Requirements and My Academic Requirements pages is that
the course lists include courses offered for the selected term only. Also, whereas the institution may or may
not include planned courses on the My Academic Requirements report type, the data included on the Search
by My Academic Requirements includes planned courses. As with My Academic Requirements, the data
reflects the report type and other advisement setup. Finally, students must be eligible to enroll in order to
search for classes by academic requirements.
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If your institution selects the Program Guide installation option, then the report that appears in Search by My
Academic Requirements looks and operates differently because the data comes from the Program Guide
requirements. Also, because no degree audit is performed against Program Guide rules, the report does not
indicate whether a degree requirement is satisfied or not.

Using the Search by My Academic Requirements feature, students can access these additional details and

perform these actions:

« Access course detail.

» Add coursesto their planner.

« View class sections.

« View wildcard course list information.

« View information about exceptions and overrides.

Used to Search by My Requirements

Page Name

Definition Name

Navigation

Usage

Add Classes - Search by My
Requirements

SAA_SS DPR_ADB_SR

Self Service, Enrollment,
Enrollment: Add Classes

Select the term (as needed).

Click the Change button (as
needed).

Click the My Requirements
option.

Click Search.

For aselected term, a
student can search for
classes based on his or her
degree requirements.

Add Classes - Course Detail

SSS CRSE_OFFER DTL

From the Add Classes—
Search by My Requirements
page, click alink for a
course description.

Students review course
details, view class sections
for the selected term, and, if
term activated, add a class
to their shopping cart.
Students can also view their
course schedule and
shopping cart contents for
the selected term.

Viewing Advisee Information Through Self-Service Pages

270

This section lists the pages used to view advisee information using self-service pages.
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Pages Used to View Advisee Information Through Self-Service

Page Name

Definition Name

Navigation

Usage

My Advisees

SSS ADVISEE_LIST

Self Service, Advisor
Center, My Advisees

An advisor can view alist
of hisor her advisees and
access other academic and
personal information about
them, for example, class
schedules, term progress,
transfer credit reports, and
transcripts.

My Advisees - Committee
Members

SSS ADVISEE_COMEMB

Click acommittee name on
the My Advisees page.

Review committee
members, their roles, and
their contact numbers.

Advisee Requirements

SAA_SS DPR_ADB

Click the View Student
Detailslink on the My
Advisees page for a student
inthelist of advisees and on
the Advisee Student Center
page, select Academic
Requirement from the drop-
down list.

Advisors can view a
student's advisement report.

Advisee Requirements -
Course Detail

SSS CRSE_OFFER DTL

Click the course description
link on the Advisee
Requirements page.

Advisors can review course
details and, if the student is
term activated, view class

sections for a specific term.

Advisee Student Center

SSS_STUDENT_CENTER

e Sdf Service, Advisor
Center, Advisee Student
Center

o Sdf Service, Advisor
Center, My Advisees

Click the View Student
Details link for an
advisee on the My
Advisees page or click
the Student Center
subtab.

Advisors can access an
advisee's related
transactions and view
information such as class
schedule, dates, and account
information.
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Page Name

Definition Name

Navigation

Usage

Advisee General Info
(general information)

SCC_SUM_PERSONAL

e Self Service, Advisor
Center, Advisee
General Info

e Sdf Service, Advisor
Center, My Advisees

Click the View Student
Detailslink for an
advisee.

Click the General Info
subtab.

Advisors can view
information such as an
advisee's service indicators,
initiated checklists, personal
data, and student groups.

Advisee Academics

SCC_SUM_ACADEMICS

¢ Self Service, Advisor
Center, Advisee
Academics

e Sdf Service, Advisor
Center, My Advisees

Click the View Student
Detailslink for an
advisee.

Click the Academics
subtab.

Advisors can view
information such as an
advisee's career, program,
and term summary.

Advisee Transfer Credit SCC_SUM_TRNSFRCRT «  Sdf Service, Advisor | Advisors can view
Center, Advisee information such an
Transfer Credit advisees's course and test
credits.
e Sdf Service, Advisor
Center, My Advisees
Click the View Student
Detailslink for an
advisee.
Click the Transfer
Credit subtab.
Degree Progress Report SS_ES AARPT_TYPE On Advisee Student Center, | Advisors can view or

select Degree Progress
Report from the drop-down
list box.

Click the Go button.

generate an advisee's degree
progress report.

Quick What-If Analysis
Report

SA_REQST DTL_SEC3

Click the Quick What-If
button on the Degree
Progress Report page.

Advisors can run aquick
what-if scenario for their
advisees.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.



Chapter 22

Using Academic Advisement Self Service

Page Name

Definition Name

Navigation

Usage

Course List What-If
Anaysis

SA_REQ _CRSE_WHIF2

Click the Course List What-
If button on the Degree
Progress Report page.

Advisors can run a course
list what-if scenario for
their advisees.

Emergency Contacts List

SS CC_EMRG_CNTCT L

On Advisee Student Center,
under Personal Information,
select Emergency Contact.

Advisors can view an
advisee's emergency contact
information.

Enrollment Dates

SSR_SSENRL_APPT

On Advisee Student Center,
under Enrollment Dates,
select details.

Advisors can view an
advisee's enrollment
appointments.

Advisee Grades

SSR_SSENRL_GRADE

On Advisee Student Center,
under Academics, select
Grades from the drop-down
list box.

Click the Go button.

Advisors can view an
advisee's grades.

Send Natification SSS_NOTIFY Advisor Center, My Advisors can send
Advisees notifications to their
Select the Notify Sdlected | 21598
Advisees or Notify All
Advisees button.

Advisee To Dos SS_CC_TODOS On Advisee Student Center, | Advisors can view an

under To Do List, select
details.

advisee'sto do list
summary.

Advisee Unofficia

SSS TSRQST_UNOFF

On Advisee Student Center,

Advisors can view an

Transcript Select Transcript: View advisee's unofficial
Unofficial. transcript.
Advisee Class Schedule, SSR_SS_WEEK e On Advisee Student Advisors can view an

Weekly Calendar View

Center, under
Academics, select My
Class Schedule.

¢ On Advisee Class
Schedule, select the
Weekly Calendar View.

advisee's weekly schedule.

FERPA Message for
Instructor/Advisor

SSR_FERPA_STMNT

Click View FERPA
Statement link from any of
the Advisor Center subtabs.

Advisors can view the
FERPA restrictions and link
to the U.S. Department of
Education Family
Educational Rights and
Privacy Act.
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Processing Self-Service Advisement Reports

The self-service Degree Progress Report feature enables students and advisors to process and then view
advisement reports (that is, advisement transcripts) that your institution defines for self-service processing.
Users of this feature can conduct what-if scenarios and can explore the course reguirement consequences of
completing additional coursework or of changing the student's program of study.

This section lists prerequisites and lists the pages used to perform self-service advising.
See Chapter 16, "Using Self-Service Degree Progress/Graduation,” page 155.

Prerequisites
Before individuals at your institution can use the self-service Degree Progress report feature, you must:
« Assign student users an active program, a user 1D, and a password.
» Assign advisorsavalid user ID and password.
» Set up asef-service advising transcript type.
« Turn off security to the component, SAA_SS DRP_ADB.
See Also

PeopleSoft Enterprise Sudent Records 9.0 PeopleBook, " Setting Up Transcripts," Defining Transcript Types

Pages Used to Perform Self-Service Advising

Page Name Definition Name Navigation Usage

Degree Progress Report SS_ES AARPT_TYPE Self Service, Degree Students and advisors can
Progress/Graduation, View | assess academic progress
Degree Progress Report toward graduation. Students
and advisors can run what-if
reports to simulate
additional coursework
completion or to simulate a
different academic career,
program, plan, or subplan.
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Page Name Definition Name Navigation Usage
Report Results SS_REPORT_RESULT_A +  Sef Service, Degree | Studentsand advisors can

Progress/Graduation,
View Degree Progress
Report, Report Results

e Sdf Service, Academic
Records, View
Unofficial Transcript,
Report Results

view the academic
advisement report.

View Previously Requested
Reports

SS STUREQ RSLT

Click the View a Report
that you had previously
requested link on the
Degree Progress Report
page or the Unofficial
Transcript page.

Students and advisors can
review reports that they
requested in the past. To
view a specific report,
students click the
corresponding Go button.

Degree Progress Report -
Quick What-If Analysis
Report

SA_REQST DTL_SEC3

Click the Quick What-If
button on the Degree
Progress Report page.

Students and advisors can
enter hypothetical career,
program, subplan, and
requirement term
information. Students or
advisors must enter a
required term for every
career, program, plan, or
subplan override option that
they specify.

Degree Progress Report -
Course List What-If
Analysis

SA_REQ CRSE_WHIF2

Click the Course List What-
If button on the Degree
Progress Report page.

Students and advisors can
enter hypothetical
coursework data.

Course List What-If
Analysis Report - Course
Search

STDNT_CRSE_SECPNL

Click the Search button on
the Degree Progress Report
- Course List What-If
Analysis page.

Students and advisors can
select courses for the
Course List Analysis report.

What-if Report Selection

SAA_SS WHATIF_SEL

Self Service, Degree
Progress/Graduation, View
What-1f Report

Students or advisors can
access the Create What-If
Scenario page or a saved
what-if report.

What If Report

SAA_SS DPR_ADB

Click the Report Date link
on the What-1f Report page.

Students and advisors can
view a saved what-if report.
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Page Name

Definition Name

Navigation

Usage

Create What-if Scenario

SAA_SS WHATIF

Click the Create New
Report button on the What-
If Report Selection page.

Students and advisors can
create awhat-if scenario.

They can set up awhat-if
scenario using multiple
programs, plans, and
subplans. They can set up a
course what-if scenario.
They can request an
advisement report and then
evaluate the effect of what-
if data on the student's
degree progress.

Select Course for What-if
Scenario

SSS BROWSE_CATLG

Click the Browse Course
Catal ogue button on the
Create What-1f Scenario

page.

Students and advisors can
select courses for the what-
if scenario.
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Using Self-Service Outreach

This chapter relates specifically to the outreach officer. Student recruiting officer documentation is part of
PeopleSoft Recruiting and Admissions. Specifically, this chapter provides an overview of PeopleSoft
Outreach for fundraising and discusses how to:

+ Create and maintain the My Prospects workset.
» Manage an action plan.

» Manage prospect strategies.

» Manage prospect actions.

« Analyze prospect information.

Understanding PeopleSoft Outreach for Fundraising

PeopleSoft Outreach is a self-service application that provides tools and features for two roles within your
organization: the development outreach officer and the student recruiting officer. The fundraising portion of
the application is designed to help the outreach officer focus on the prospect, not the process.

The target users of PeopleSoft Outreach include organization employees designated as prospect managers,
outreach officers, or other advancement officers who may travel frequently.

Because of the extensive clearance process that exists at many philanthropic organizations, PeopleSoft
Outreach strategy and action pages provide records only for those IDswho are actual prospects. The IDs of
these prospects are contained in the user's My Prospects workset, which is created on the AV_WORKSET
and AV_WORKSET_MBR records.

Various resource assignment processes within PeopleSoft Enterprise Contributor Relations manage additions
to the My Prospects workset. When a new assignment is made, the system adds the EMPLID or
EXT_ORG_ID of the newly assigned prospect to the user's My Prospects workset. Likewise, when an
assignment is no longer active, the system removes the EMPLID or EXT_ORG _ID of the prospect from the
My Prospects workset. PeopleSoft Outreach contains a workset initialization and maintenance process, the
My Prospects Application Engine process (AV_WS_MY PROS) that controls additions and removals by
regenerating the My Prospects workset each time that usersrun it.

This section discusses PeopleSoft Outreach business processes.
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See Also
PeopleSoft Enterprise Contributor Relations 9.0 PeopleBook, "Managing Prospects’

Chapter 21, "Using Self-Service Student Recruiting,”" page 263

PeopleSoft Outreach Business Processes

For the outreach officer who travels alot, PeopleSoft Outreach provides away to easily manage constituent
and prospect data while away from the office. The self-service application gives users quick accessto the
information that they need to cultivate and communicate with constituents and donor prospects. The
application also filters and organizes the information and efficiently presents it on self-service pages.

Typically, outreach officers are assigned a number of constituents to manage through the development life
cycle. Thislife cycleincludes identifying constituents, informing them of relevant news about the
organization's fundraising efforts, gaining their interest in the organization's mission, involving themin
activities, and helping them invest in the organization's future. PeopleSoft Outreach presents toolsto analyze
prospects and to devel op strategies to move these constituents through the development life cycle. The
prospects that outreach officers manage are generally in the interested, involved, or ready to invest steps of
thelife cycle.

PeopleSoft Outreach comprises four major processes :
1. My Action Plan

2. Prospect Strategy.

3. Prospect Actions.

4. Prospect information views for analysis.

PeopleSoft Outreach uses PeopleSoft Enterprise Contributor Relations workset functionality to build the My
Prospects workset through which a user can easily progress. Building a prospect workset creates a smaller
subset of the database that contains only those I Ds that are relevant to the outreach officer.

Creating and Maintaining the My Prospects Workset

278

To use the action and strategy management pages in PeopleSoft Outreach, users need a current My Prospects
workset. Y our organization can initialize and maintain this workset by running the My Prospects process as
well as by assigning resources within PeopleSoft Enterprise Contributor Relations.

This section discusses how to:

* Run the My Prospects process.

» Assign resources to the My Prospects workset.
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Page Used to Create and Maintain the My Prospects Workset

Page Name Definition Name Navigation Usage

Outreach Workset AV_RUNCTL_OUTR Set Up SACR, Product Run the My Prospects

Initialization/Maintenance Related, Contributor process to generate or
Relations, Install regenerate My Prospects
Contributor Relations, worksets for outreach
Initialize CR, Outreach WS | officers.
Initialization

Running the My Prospects Process
Access the Outreach Workset Initialization/Mal ntenance page.
When you run this process, the system:
1. Emptiesthe workset tables AV_WORKSET and AV_WORKSET_MBR for the My Prospects workset.

2. Selects records from resource assignment tables based on the following conditions:

Table Conditions

AV_ASGN_STF PRP Include on START_DT < current date and end date >
current date

AV_PG_STAFF Include on START_DT < current date and end date >
current date

AV_CNST_ACTN Include as SLCTR_ID or RSPL_ID and action

expiration or complete date + 30 days < current date

AV_CNST_AC_ASGN Include as STAFF_ID and action expiration or
complete date + 30 days < current date

3. Insertsthe selected records into the My Prospects workset on the workset tables AV_WORKSET and
AV_WORKSET_MBR for any user who has both a STAFF_ID onthe AV_STAFF table and auser ID
for accessto the system.

The process ignores assignments that are made to someone who is not also a system user. Because staff
and volunteers exist in the same AV_STAFF record, volunteers who also have system user IDs have My
Prospects worksets built for their user IDs.

Use the Process Monitor to review the status of the process. Y ou can configure Process Scheduler to generate
the workset at user-defined intervals.
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Note. Oracle recommends that you schedule the My Prospects process to run nightly to keep the My
Prospects worksets current for all users.

The functionality of Contributor Relations Outreach is fully realized when each prospect has a constituent
type assigned.

See Also

PeopleSoft Enterprise Contributor Relations 9.0 PeopleBook, "Managing Constituent Data," Assigning
Constituent Types

PeopleSoft Enterprise Contributor Relations 9.0 PeopleBook, "Managing Constituent Data," Maintaining an
Organization's Financial Information

Assigning Resources to the My Prospects Workset

Several resource assignment pages are available within PeopleSoft Enterprise Contributor Relations that
enable you to assign a prospect to an outreach officer. These additions immediately update their My Prospects
worksets (or create new ones, if none already exist), regardless of whether the My Prospects process has been
run.

Thefollowing table lists all PeopleSoft Enterprise Contributor Relations pages where you can assign a
prospect to an outreach officer, thus updating the My Prospects workset:

Contributor Relations Page or Component Assignment Condition

Resource Assignment component Any staff or volunteer assignment for auser who also
has a system user ID.

Mass Assign Staff page Any staff or volunteer assignment for a user who also
has a system user ID.

Workset Mass Assignments component Any staff or volunteer assignment for a user who also
has a system user ID.

Prospect Action page Any user assigned as the responsible person, solicitor,
or assigned resource.

Action Info page Any user assigned as the responsible person, solicitor,
or assigned resource.

Mass Actions 1 page Any user assigned as the responsible person, solicitor,
or assigned resource.
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Contributor Relations Page or Component

Assignment Condition

Mass Actions 2 page

Any user assigned as the responsible person, solicitor,

or assigned resource.

Workset Mass Actions component

Any user assigned as the responsible person, solicitor,

or assigned resource.

Bequest Detail page

Assigned bequest internal resources on the
AV_PG_STAFF record.

Trust Detail page

Assigned trust internal resources.

Gift Annuity Detail page

Assigned gift annuity internal resources.

Pooled Income Information page

Assigned pooled income internal resources.

Note. A deletion from any one of these pages or components affects the My Prospects workset only when the

My Prospects process runs.

See Also

PeopleSoft Enterprise Contributor Relations 9.0 PeopleBook, "Managing Prospects’

Managing an Action Plan

The links under My Action Plan on the Outreach Home page enabl e outreach officers to review reminders
and manage action plans. This section discusses how to:

* Review reminders.

» View assigned actions.

Pages Used to Manage an Action Plan

Page Name

Definition Name

Navigation

Usage

My Reminders

AV_MYREMINDERS

Self Service, Outreach, My
Prospects, My Reminders

View actions that need
immediate or current
attention.
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Page Name Definition Name Navigation Usage

My Action Plan AV_OUTR_TODO_LIST Self Service, Outreach, My | View all actions.
Prospects, My Action Plan

Reviewing Reminders

The My Reminders page appears even if no reminders exist. For reminders to appear, the user's ID must have
at least one prospect action assigned to it.

This page displays actionsin three categories (Past Due, Due Today, and Upcoming) based on the planned
date. The system sorts the reminders to appear in a phabetical order. Prospects are constituents who are
affected by the action. Users click an action description to display details on the Prospect Action Summary
page, where users can then edit the action. The Action Type field describes the type of action required. Action
type values are defined on the Action Types page. The Planned Date and Complete Date fields appear when
the action is intended to occur and when it actually occurred. The Action Status field indicates whether the
action is Scheduled, Pending, On Hold, Completed, or Cancelled. The organization can add additional status
values on the Setup Action Status page. The Result field displays the outcome of the action.

Users enter the number of upcoming days for which to display reminders (based on the planned date). The
default display isthe current date plus seven. To expand or shorten the displayed list, users enter a new value
in the Number of Upcoming Days field and click the Refresh button. Users click the Save as Default button to
save the valuein thisfield as the new default display period for that user.

Users click the Outreach link on the portal navigation to return to the Outreach navigation page. If they have
modified the number of upcoming days, the system prompts them to save their changes.

Viewing Assigned Actions

The My Action Plan page appears even if no action plan items exist. For itemsto appear, the user's ID must
have at least one prospect action assigned to it.

This page is populated with all current (incomplete) actions that are before or equal to today's date and the
value of the Reminder Days field defined on the CR Installation page. To choose a different range of actions,
users first must select an institution, then enter a date range. When they click the Refresh button, the page
displays actions that are assigned to the user that meets the institution and date criteria, sorted in al phabetical
order by prospect name. Prospects are constituents who are affected by the action.

Users click an action description to display details on the Prospect Action Summary page, where users can
then edit the action. The Action Type field describes the type of action required. Action type values are
defined by your organization on the Action Types page. The Planned Date and Compl ete Date fields show
when the action is intended to occur and when it actually occurred. The Action Status field lists whether the
action is Scheduled, Pending, On Hold, Completed, or Cancelled. The organization can add additional status
values on the Setup Action Status page. The Result field displays the outcome of the action.

Managing Prospect Strategies

This section discusses how to:
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»  Select aprospect name.

» Edit or add a prospect strategy.

« Edit or add prospect strategy details.

« Link aprospect strategy to initiatives.

« Link aprospect strategy to actions.

+ View aprospect strategy summary.

Using Self-Service Outreach

Used to Manage Prospect Strategies
Page Name Definition Name Navigation Usage

Prospect Strategy - Select a | AV_OUTR_SRCH Self Service, Outreach, My | Search for and select a
Prospect Prospects, My Stewardship | prospect strategy record

Plans, Add/Update a
Strategy

from the My Prospects
workset.

Prospect Strategy - Edit
Strategy

AV_OUTR_STRT_LIST

Click a prospect namein the
Search Results area of the
Prospect Strategy - Select a
Prospect page.

Select a prospect strategy to
edit, add, or delete.

Prospect Strategy -
Strategy Detail

AV_OUTR_STRT DTL

Click alink under the
Strategy Name heading or
click the Add a Strategy
button on the Prospect
Strategy - Edit Strategy

page.

Enter or update a specific
strategy plan for cultivating
the prospect.

Prospect Strategy - Linked
Initiatives

AV_OUTR_STRT_INIT

Click the Next button on the
Prospect Strategy - Strategy
Detail page.

Link a prospect strategy to
one or more initiatives, if

appropriate.

Prospect Strategy - Linked
Actions

AV_OUTR_STRT_ACTN

Click the Next button on the
Prospect Strategy - Linked
Initiatives page.

Link a prospect strategy to
one or more actions. Users
can also use this page to

view linked spouse actions.

Prospect Strategy -
Summary

AV_OUTR_STRT_SMRY

Click the Next button on the
Prospect Strategy - Linked
Actions page.

View and print a prospect
strategy summary.

Selecting a Prospect Name

Access the Prospect Strategy - Select a Prospect page (Self Service, Outreach, My Prospects, My Stewardship
Plans, Add/Update a Strategy).
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Prospect Strategy
Select a Prospect

Enter criteria in any of the search fields below, Click Search.
Select a prospect by clicking on the prospect in the Search Results.

Person Criteria Organization Criteria &+ people Only
ID: Aooog Org ID: ' Organizations Only
Last Name: Org Name:  Both
First Name: Industry Code (SIC): | i
Class Year:

Common Criteria

City: “Institution: | PeopleSoft University I
State: Q Constituent Type: | =
Country: | United States 5 searcn | ciear |

Search Results Customize | Find | Wiew ~||| First [ 1af 1 [ Last

Constituent Type State Country (Year |[SIC

Carroll James AVDDUS Alumni Cherry Hill [ LISA 1943

Prospect Strategy - Select a Prospect page

To add or update prospect strategies, outreach officers must first access the Prospect Strategy page, search
their prospect worksets, and select prospect names. After a user selects a name, that user can then add new
strategies or edit existing ones on that prospect record.

To search for a prospect, select an ingtitution and any additional combination of search values.

When you click the Search button, the results appear at the bottom of the page in alphabetical order. At any
point, you can clear search values.

Note. Search pages for strategies and actions in PeopleSoft Outreach are populated only with members of the
My Prospects workset.

The following format restrictions apply to the fields on this page: The valuein the Class Y ear field must bein
CCYY format (century/year), the value in the City field must useinitial capitals and include spaces between
words, and the value in the Org Name field must be uppercase and exclude spaces between words. In
addition, note that the values in the ID fields (Last Name,First Name, and Org Name) convert to uppercase
when you click the Search button.

Person Criteria

The fieldsin this group box apply only to person records. When you enter search criteriain this group box
and click the Search button, the system also uses criteria entered in the Common Criteria group box, but
ignores any criteria entered in the Organization Criteria group box.

To search for a person, enter an employee ID, first name, last name, or class year.

Organization Criteria

The fieldsin this group box apply only to organization records. When you enter search criteriain this group
box and click the Search button, the system also uses criteria entered in the Common Criteria group box, but
ignores any criteriaentered in the Person Criteria group box.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.




Chapter 23 Using Self-Service Outreach

To search for an organization, enter values in the Org ID,0Org Name, or Industry Code (SIC) fields.

Common Criteria
Use thefieldsin this group box to search for people, organizations, or both.

The system popul ates the Institution and Country fields by default. The default country value depends on
your installation setup, but you can change the value here. The valuesin the State field depend on the country
selected.

Constituent Type field values relate specifically to either people or organizations. The value that you select
affects your search results. For example, if you search for organizations but choose a person constituent type
of Alumni, the search displays no prospect records.

Note. Valid constituent types are shipped with your system and should not be altered.

Examples

Here are three examples of search results:

« If you enter acity and a constituent type, the search results display all prospects with the selected
constituent type who livein that city.

» If you enter aperson ID, but select the Organizations Only search option, the system ignores the valuesin
the Person Criteria group box.

The search results display no people, but instead display all organizations that meet the common criteria.

« |f you enter aperson's partial last name and a partial organization name and then select the Both search
option, the system searches for person and organization prospects that meet the criteriain either group
box.

The search results display all people and al organizations that meet the partial name criteria.

Editing or Adding a Prospect Strategy

Access the Prospect Strategy - Edit Strategy page (click a prospect name in the Search Results area of the
Prospect Strategy - Select a Prospect page).

To edit an existing strategy, click alink under the Strategy Name heading. If no strategies exist for the
prospect and you want to add a new strategy, then click the Add a Strategy button. Both the link and the
button access the Prospect Strategy - Strategy Detail page. If you are adding a new strategy, then you must
enter the strategy detail information on the Prospect Strategy - Strategy Detail page. If you are editing an
existing strategy, the system populates the Prospect Strategy - Strategy Detail page with the existing data.

To remove an entire strategy from a prospect's record, select the appropriate check box and click the Delete
button. A warning message appears, asking you to click the OK button to confirm the deletion or click the
Cancel button to return to the Prospect Strategy - Edit Strategy page. Y ou can delete multiple strategies at
once.
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Editing or Adding Prospect Strategy Details

Access the Prospect Strategy - Strategy Detail page (click alink under the Strategy Name heading or click the
Add a Strategy button on the Prospect Strategy - Edit Strategy page).

Page Layout

All of the Prospect Strategy pages display the same information at the top of the page: the step of the process;
the prospect's name, email address, and highest-ranking constituent type; and the name of the assigned
prospect manager. Y ou can click the email address link to launch your email program and send a message to
the prospect, then return to this page in the process. For a prospect who is a person, you can access the
Constituent Type Summary page, which lists all assigned constituent types for the prospect.

Several buttons can appear in the upper-right corner of the page:

@y View information for the prospect's spouse record in the system.

5 Assign or view communication records for the prospect.

Assign or view checklists for the prospect.

Add acomment or view alist of all comments about the prospect.

=] View Family Educationa Rights and Privacy Act (FERPA) biographic
information for the prospect.

7] View details about the service restrictions that are associated with negative
service indicators for the prospect.

W View details about the positive service indicators for the prospect.

In addition, the navigation buttons on this page apply to all of the Prospect Strategy pages.

Strategy Detail

In this section, you enter or change a strategy name, select its status, and select whether to link the strategy to
the prospect's spouse and manage the prospects as a couple.

Note. The Apply Strategy to Spouse option is available only if a spouse exists for the prospect in the system.

Y ou can aso enter or edit a detailed strategy description using the long free-text description field and mark
the date and time of each descriptive entry.

Linking a Prospect Strategy to Initiatives

Access the Prospect Strategy - Link Strategy to Initiatives page.
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The instructions on the page lead you through this optional process of linking an initiative to the strategy.
Adding acampaign initiative to a prospect's strategy results in the prospect being identified as a prospect for
that campaign. Y ou select an initiative type from the available options. In addition to these delivered types,
the organization can define more types on the Setup Initiative Types page. After selecting the type, you enter
an initiative of that type or selects one from the prompt.

Linking a Prospect Strategy to Actions

Access the Prospect Strategy - Linked Actions page (click the Next button on the Prospect Strategy - Linked
Initiatives page).

Outreach officers can use the Prospect Strategy - Linked Actions page to manage specific actions to achieve
the strategy. The page instructions lead you through the process of editing any existing actions; you can also
click the Add an Action button to link new ones. Any actions previously added and linked to the strategy
appear on this page. You can click alink under the Action heading to display the populated Prospect Action -
Action Detail page; you can click the Add an Action button to display ablank Prospect Action - Action Detail
page.

This page aso displays any actions that have been added to a spouse's record that are linked to this strategy.
Y ou can click the Action link to display the Prospect Action - Action Detail page.

See Also

Chapter 23, "Using Self-Service Outreach," Editing or Adding Prospect Action Details, page 290

Viewing a Prospect Strategy Summary

Access the Prospect Strategy - Summary page (click the Next button on the Prospect Strategy - Linked
Actions page).

Y ou can print the page using your web browser's print functionaity (File, Print, or Ctrl+P). Y ou can edit any
section or click the appropriate number in the upper-left portion of the page to return to the step that enables
you to edit that part of the process.

To return directly to the summary from the edited step, you can click the last of the numbered circlesin the
upper-left corner of the page.

After viewing the summary information, you must save the transaction if you did not save the strategy in a
prior step.

Managing Prospect Actions

This section discusses how to:

»  Select aprospect name prior to managing prospect actions.
+ Edit or add a prospect action.

» Edit or add prospect action details.
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Pages

(Optional) Edit or add ask information.

(Optional) Edit or add prospect action descriptions.

Assign resources to prospect actions.

Link prospect actions to initiatives.

View a prospect action summary.

Select a prospect name prior to completing an action.

Select an action to complete.

Complete a prospect action.

Select a prospect name prior to completing a contact report.

Enter contact report details.

View acontact report summary.

Send a contact report.

Send updated biographical information.

Used to Manage Prospect Actions

Chapter 23

Page Name

Definition Name

Navigation

Usage

Prospect Action - Select a
Prospect

AV_OUTR_SRCH

Self Service, Outreach, My
Prospects, My Stewardship
Plans, Add/Update an
Action

Search for and select a
prospect action record from
the My Prospects workset.

Prospect Action - Edit
Action

AV_OUTR_ACTN_LIST

Click anamein the Search
Results area of the Prospect
Action - Select a Prospect

page.

Select a prospect action to
edit.

Prospect Action - Action
Detail

AV_OUTR_ACTN_DTL

Click alink under the
Action Description heading
or click the Add an Action
button on the Prospect
Action - Edit Action page.

Enter or update an action
step for a prospect that will
be carried out by a staff
member or volunteer.

Prospect Action - Ask
Information

AV_OUTR_ACTN_ASK

Click the Next button on the
Prospect Action - Action
Detail page.

Enter details about an action
that includes a donation
request (ask). If the action
type on the Prospect Action
- Action Detail pageis not
Ask, you should skip this

page.

288
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Page Name

Definition Name

Navigation

Usage

Prospect Action - Action
Description

AV_OUTR_ACTN_DSCR

Click the Next button on the
Prospect Action - Ask
Information page.

Enter detailed information
related to the action. If the
action does not require
further description, you can
skip this page.

Prospect Action - Assigned
Resources

AV_OUTR_ACTN_ASGN

Click the Next button on the
Prospect Action - Action
Description page.

Assign other resources to
the action. If appropriate,
you can skip this page.

Prospect Action - Linked
Initiatives

AV_OUTR_ACTN_INIT

Click the Next button on the
Prospect Action - Assigned
Resources page.

Link campaign, event,
membership, volunteer, or
other initiatives to the
action. If appropriate, you
can skip this page.

Prospect Action - Summary

AV_OUTR_ACTN_SMRY

Click the Next button on the
Prospect Action - Linked
Initiatives page.

View and print a prospect
action summary.

Prospect Action Results -
Select a Prospect

AV_OUTR_SRCH

Self Service, Outreach, My
Prospects, My Stewardship
Plans, Complete an Action

Search for and select a
prospect record from the
My Prospects workset that
has an action to complete.

Prospect Action - Results -
Edit Action

AV_OUTR_RSLT_LIST

Click aname in the Search
Results area of the Prospect
Action Results - Select a
Prospect page.

Select a specific action to
complete.

Prospect Action - Results

AV_OUTR_ACTN_RSLT

Click alink under the
Action Description heading
on the Prospect Action -
Results - Edit Action page.

Enter the specific results of
acompleted action.

Prospect Contact Report -
Select a Prospect

AV_OUTR_SRCH

Self Service, Outreach, My
Prospects, My Stewardship
Plans, Compl ete Contact
Report

Search for and select a
prospect record from the
My Prospects workset to
complete and send a contact
report.

Prospect Contact Report -
Detail

AV_OUTR_ACTN_CNCT

Click anamein the Search
Results area of the Prospect
Contact Report - Select a
Prospect page.

Enter constituent contact
report details.

Prospect Contact Report -
Summary

AV_OUTR_ACTN_CSMRY

Click the Printer Friendly
Version link on the Prospect
Contact Report - Detail

page.

View a printable summary
of al information on the
contact report.
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Page Name Definition Name Navigation Usage
Send Contact Report AV_OUTR_CNCT_SEND Click the Send Report Send a completed contact

button on the Prospect
Contact Report - Detail
page.

report to alist of users.

Send BioDemo Update

AV_OUTR_BIO_SEND

Click the Send BioDemo
Update button on the
Prospect Contact Report -
Detail page.

Send updated biographical
and demographic data,
learned during a prospect
contact, to the department
responsible for updates to
biodemo data.

Selecting a Prospect Name Prior to Managing Prospect Actions

Outreach officers can manage prospect actions by using the three links on the Outreach Home page. Their
options are to add or update an action, complete an action, or complete a praospect contact report.

To add or update prospect actions, outreach officers must first access the Prospect Action page, search their
prospect worksets, and select prospect names. When a user selects aname, that user can then add new actions
or edit existing ones on that prospect record.

See Also

Chapter 23, "Using Self-Service Outreach,” Selecting a Prospect Name, page 283

Editing or Adding a Prospect Action

Access the Prospect Action - Edit Action page (click aname in the Search Results area of the Prospect Action

- Select a Prospect page).

This page lists each action associated with the prospect, its status, and its planned completion date.

1. Select an action description, to edit an existing action.

2. Click the Add an Action button, if no existing actions are available, for the prospect and you want to add a

new action.

Note. Both the link and the button access the Prospect Action - Action Detail page.

3. Enter the action detail information, If you are adding a new action.

The system populates the Prospect Action - Action Detail page with the existing data.

Editing or Adding Prospect Action Details

Access the Prospect Action - Action Detail page (click alink under the Action Description heading or click
the Add an Action button on the Prospect Action - Edit Action page).

290
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Users enter or change an action description and select its status from the available options. Next, users enter
an expected compl etion date for the action as well as a date when the action expiresif it is not completed. The
action no longer appears in the current actions lists on the My Reminders page when the action is expired. It
does appear on the My Action Plan page if the date range entered includes the action date of the expired
action. The expected completion date appears in grids as the planned date. Users also have optionsto select
an action type and method of contact. Available values for the Action Type and Method fields on this page
are defined by the organization. To complete the action, users select a responsible person. When users enter
the responsible person's I D, the responsible person's name appears to the right of the ID field. Finally, users
may select the strategy that this action supports.

Note. The values for the Responsible Person Type field are delivered with the system as trandate values. Do
not modify these trandate valuesin any way. Any modifications to these values require a substantial
programming effort.

See Also

Chapter 23, "Using Self-Service Outreach," Editing or Adding Prospect Strategy Details, page 286

(Optional) Editing or Adding Ask Information

Access the Prospect Action - Ask Information page (click the Next button on the Prospect Action - Action
Detail page).

If the action type is Ask, outreach officers must enter specific ask information on this page. Users enter the
monetary range (From and To amounts) that will be requested as a donation. The type of solicitor for the
donation and the solicitor name are required if the action is an ask. Only resources defined with arole of
Solicitor (SOL) appear in the Solicitor field.

If the action type is not Ask, the system skips this page in the component. Users can return to view the page,
but the fields are unavailable for entry.

Note. The values for solicitor type are delivered with the system as trandate values. Do not modify these
tranglate values in any way. Any modifications to these values require a substantial programming effort.

(Optional) Editing or Adding Prospect Action Descriptions
Access the Prospect Action page .

This page contains a 254-character free-form text field in which outreach officers can enter brief details of the
action. Users can mark the date and time of each descriptive entry by clicking the Date/Time Stamp button.

Assigning Resources to Prospect Actions
Access the Prospect Action - Assign Othersto Action page.

If users want to assign additional resourcesto the action, they can add them on the Prospect Action -
Assigned Resources page. Assigned resources assist the outreach officer in completing the action either by
providing information or by actual involvement in the action itself. Roles indicate the assigned resource's
relation to the action; the institution defines these values.
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To add aresource, users select the resource type, and then enter the role and the ID of the resource assigned.

Note. The values for the Resource Assigned field are delivered with the system as trandlate values. Do not
modify these trandate values in any way. Any modifications to these values require a substantial
programming effort.

Linking Prospect Actions to Initiatives

Access the Prospect Action - Linked Initiatives to Action page.

If outreach officers want to link initiatives to an action, they can add them on the Prospect Action - Linked
Initiatives page. Linking a campaign initiative to an action means that the prospect appears on the prospect
list for that campaign. To begin, auser clicks the Add an Initiative button. Next, the user enters an initiative
type and initiative code. The name of the initiative appears to the right of the code. The organization defines
the initiative type code values on the I nitiative Types page.

Viewing a Prospect Action Summary

292

Access the Prospect Action - Summary page (click the Next button on the Prospect Action - Linked
Initiatives page).

When the outreach officer finishes entering or editing all of the desired action information, the Prospect
Action - Summary page appears. Users can print the page using their web browser's print functionality (File,
Print or Ctrl+P). If auser wantsto edit a section, the user can return to the step that enables editing of that
part of the process by clicking the Edit button.

If outreach officers click the Send Report button, the Send Contact Report page appears where they can enter
action report information. When users complete a prospect contact report using the Send Contact Report
page, the system creates an enhanced contact report.

The following example shows the information contained in the contact report:

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.



Chapter 23 Using Self-Service Outreach

o

= Constituent Infarmation

IO ANT008
Mame: James Carroll

Constituent Type: Alumni
City, State Cherry Hill, M
Gender: Unk nown

- w

= Action Information

Mumber: 100
Brief Description: Test action

Description:
4082005 0217 AM -
Leadership opportunity

FPlanned Date:  2005-04-06
Complete Date:  2005-04-06

Type: Invitation

Contact Type: E-mail message
Status Completa

Result: Accepted

*** Contact Report Information ** =

Author Carroll Bruce
Report Date: 2005-04-06

402005 09:24 AM - James was delichted with the intation and suggested several classmates to join in the effort

Send contact report example

These reports provide detailed information and enable outreach officers to send copies of incompl ete actions
as well as completed contact reports to other resources. Y our organization can use these reports as an
effective communication tool.

To return directly to the summary from the edited step, users can click the last of the numbered circlesin the
upper-left corner of the page.

When finished viewing the summary information, if they have not already done so, users must save the
transaction if they want to keep it.

Selecting a Prospect Name Prior to Completing an Action

To complete prospect actions, outreach officers must first access the Prospect Action - Results page, search
their prospect worksets, and select prospect names. When a user selects a name, that user can then complete
actions on a prospect record.

See Also

Chapter 23, "Using Self-Service Outreach," Selecting a Prospect Name, page 283
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Selecting an Action to Complete

Access the Prospect Action - Results - Edit Action page (click a name in the Search Results area of the
Prospect Action Results - Select a Prospect page).

This page lists each action associated with the prospect, its status, and its planned date for completion.
Outreach officers click alink under the Action Description heading to select the action that they want to
complete; the system displays the Prospect Action - Results page.

Completing a Prospect Action

294

Access the Prospect Action - Results page (click alink under the Action Description heading on the Prospect
Action - Results - Edit Action page).

In addition to the usual prospect information at the top of the page, this page also displays the name of the
action.
Action Results

Outreach officers select an action status. The status has a default value of Complete. Users also must select a
result code. The organization can define other values as well.

Next, users complete the Complete Date field. The current date appears by default the first time that the page
is accessed for an action, but the default value can be overwritten. If the ask resulted in a commitment, enter
the expected commitment amount, or the monetary amount that you expect to receive from the donor because
of this action. The Actual Commitment field displays the monetary amount that the organization received
because of this action.

Action Results - Pledge
Users can enter the pledge number for a pledge that resulted from the action. Users click the Detailslink to
view the Pledge Detail page.

Action Gifts

Users can enter the gift number for a gift that was received as aresult of the action. Users click the Details
link to view the Gift Detail page. To add another gift to the action results, users click the Add a gift button.
Users click the Add another Action button to start the process for creating a new action for that prospect.

When saving the page, if the user entered a gift number, the date and gift amount appear to the right of the
gift number. The process works similarly if a user enters a pledge number. The date and time that the action
was last updated appear at the bottom of the page.

Users can click the Contact Report button to go directly to the Prospect Contact Report page.
See Also

Chapter 23, "Using Self-Service Outreach," Entering Contact Report Details, page 295
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Selecting a Prospect Name Prior to Completing a Contact Report

Users can complete a contact report in two ways.

« |f they are at the end of the process for completing an action, they can click the Contact Report button on
the Prospect Action - Results detail page.

The system displays the Prospect Contact Report - Detail page.

« If they are at the beginning of the process for completing a contact report, they must first access the
Prospect Contact Report page, search their prospect worksets, and select prospect names.

When users select a name, they can complete a contact report for that prospect.
See Also

Chapter 23, "Using Self-Service Outreach,” Selecting a Prospect Name, page 283

Entering Contact Report Details
Access the Prospect Contact Report page.

In addition to the usual prospect information at the top of the page, this page also displays the name of the
action.

Contact Report Detail

Outreach officersfirst enter their author IDs (the author 1D isthe user ID by default) and the report dates (the
report date is the current date by default). Users can view a printer-friendly version of the Prospect Contact
Report summary page.

The Report field isalong free-form text area where outreach officers can enter any details of the prospect
contact, such as what happened as aresult of the action or notes about possible further contacts. Users click
the Date/Time Stamp button to mark the date and time of each descriptive entry. If users learn new
information about a new prospect, they can link other prospects to this contact report by using the Link
Report to Other Prospects section.

Link Report to Other Prospects

To link the report to a prospect's spouse, click the Link to Spouse button. The spouse ID appearsin the ID
field. Users can then access the same contact report through either the prospect ID or the spouse ID.

Note. The Link to Spouse button appears only if a spouse exists for the prospect in the system.

To link the report to other prospects, users select avaluein the ID Typefield and enter an ID. The linked
prospect's name appears to the right of the ID. ID type values are delivered by the system. To link to more
than one prospect, users click the Link another Prospect button. Users can also click the Delete button to
unlink any currently linked prospects from the action.
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Users click the Save button to save the contact report. The date and time that the action was last updated
appear above the Report field. Users click the Send Report button to access the Send Contact Report page.
Users click the Send BioDemo Update button to access the Send BioDemo Update page.

See Also

Chapter 23, "Using Self-Service Outreach," Sending a Contact Report, page 296

Chapter 23, "Using Self-Service Outreach," Sending Updated Biographical |nformation, page 296

Viewing a Contact Report Summary
Access the Prospect Contact Report - Contact Report Summary page.

Users can review all contact report information online or print the complete contact report page as well using
their web browser's Print functionality (File, Print or Ctrl+P).

After printing or viewing, users can return to the Prospect Contact Report - Detail page.

Sending a Contact Report

Access the Send Contact Report page (click the Send Report button on the Prospect Contact Report - Detail
page).

When outreach officers complete a contact report and are ready to distribute it, they can use this page to send
it to anyone in the organization. They can define their distribution lists by selecting the ID type of the
recipients and entering the distribution ID. A user can also select aRole ID type to send the report to all users
with the selected security role. A user can also enter any other email address list members to include in the
distribution, separating multiple email addresses with a semicolon. A user isrequired to either define an ID
type and distribution ID or enter an email address to send the contact report. The system sends emails to the
email addresses for users as defined on the Maintain Security - User Profiles page.

The system popul ates the Email portion of the page with a default subject description that includes the
prospect name and action description. The Email Text field contains the outreach officer's name and the entire
contents of the contact report from the Prospect Contact Report Detail page. Users can edit any field and add
any discussion text necessary.

When finished, a user clicks the Send button to trigger the workflow that sends the contact report to the
defined distribution list. That user receives a confirmation message that the email was sent, then clicks OK or
Cancel to return to the Send Contact Report page. If auser clicks Return instead of Send prior to sending, the
system cancels the workflow and returns to the Prospect Contact Report Detail page.

Sending Updated Biographical Information

Access the Send BioDemo Update page (click the Send BioDemo Update button on the Prospect Contact
Report - Detail page).
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During the course of managing a prospect, outreach officers occasionally |earn new biodemo information.
This page enables users to distribute this new information to anyone in the organization. Users can define
their distribution lists by selecting the ID types of the recipients and entering their distribution IDs. A user can
also select aRole ID type to send the report to al users with the selected security role. They can aso enter
any other email address list members that they want to include in the distribution, separating multiple email
addresses with semicolons. Users are required to either define an ID type and distribution ID or enter an email
address to send the contact report. The system sends emails to the email addresses for users as defined on the
Maintain Security - User Profiles page.

The system popul ates the Email portion of the page with a default subject description that includes the
prospect name and ID. The Email Text field begins with the outreach officer's name; users can then enter any
updated information that is associated with the prospect.

When finished, users click Send to trigger the workflow that sends the contact report to the distribution list.
They receive a confirmation message that the email was sent, then click OK or Cancel to return to the Send
Contact Report page. If users click Return instead of Send prior to sending, the system cancel s the workflow
and returns to the Prospect Contact Report - Detail page.

Analyzing Prospect Information

PeopleSoft Enterprise Contributor Relations provides a number of pages that outreach officers can use to
analyze prospect information. PeopleSoft Outreach offers a menu structure that gathers and delivers an
assortment of pages that facilitate an outreach officer's responsibilities. The links within these pages lead to
either arun control page for areport or an inquiry page of summarized prospect information. These pages are
not limited to the My Prospects workset and can be accessed for any constituent in the system.

This menu contains submenu links to personal information, organizational information, prospect lists and
worksets, stewardship details, and PeopleSoft Enterprise Contributor Relations reports. The following table
summarizes these menu paths and lists all prospect analysis information pages that PeopleSoft Outreach

delivers:
Menu Navigation Prospect Information Page
Self Service, Outreach, View Person Information, Person Profile

Constituent Information

Involvement Summary

Membership History

Audience History

Event History

Volunteer History

Relationship Summary
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Menu Navigation

Prospect Information Page

Communication Summary

Comment Summary

Checklist Summary

Self Service, Outreach, View Person Information,
Prospect Information

Strategy Summary

Clearance Summary

Personal Assets

Ratings Summary

Philanthropic Interests

Donor Appreciation Summary

Planned Giving Profile

Action Summary

Contact Report Summary

Prospect Assignments

Self Service, Outreach, View Person Information,
Giving Information

Giving Profile

Commitment Summary

Commitment Register

Transaction Register

Giving Club Progress
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Menu Navigation Prospect Information Page

Open Pledge Register

Self Service, Outreach, View Organization Information, Organization Profile
Constituent Information - Org

Relationship Summary

Involvement Summary

Membership History

Employee List

Audience History

Communication Summary

Comment Summary

Checklist Summary

Self Service, Outreach, View Organization Information, Strategy Summary
Prospect Information - Org

Action Summary

Contact Report Summary

Clearance Summary

Ratings Summary

Philanthropic Interests

Donor Appreciation Summary

Prospect Assignments
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Menu Navigation

Prospect Information Page

Self Service, Outreach, View Organization Information,
Giving Information - Org

Giving Profile

Commitment Summary

Commitment Register

Transaction Register

Open Pledge Register

Matching Gifts

Giving Club Progress

Self Service, Outreach, View Lists

Person Profile

Campaign Prospects

Top Donors

Giving Club Membership

Involvement Roster

Profile Compare

Self Service, Outreach, View Reference Information

Campaigns

Giving Clubs

Designations

Self Service, Outreach, CR Reports

Bio-Bit Report - Person

Bio-Bit Report - Organization
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Menu Navigation

Prospect Information Page

Bio-Bit Report - Workset

Designation Donors

Campaign Progress

Role Assignments
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Chapter 24

Using Self-Service Student Admissions

This chapter discusses how applicants or visitors:
* Reqguest information.
» Accept or decline admission.

« View application status.

Requesting Information

Visitors can request information from your institution through PeopleSoft Campus Self Service.

Understanding Self-Service Request Information

Campus Self Service enables you to capture prospect data over the internet. When visitors to your website
reguest admissions information, they can enter information about themselves that the system converts to
prospect data. For example, they can enter academic interests, test scores, academic program information, and
more. The system takes thisinformation and creates a prospect record. To request admissions information, a
visitor must have auser ID and password.

After a person obtains a user 1D and password, he or she has access to the Request Information feature.
However, before submitting the request for information, the system prompts the visitor for information based
on your setup options. The visitor enters the academic career in which he or sheis interested, plus the
academic institution (if your institution is a part of a multi-institution system). Y ou can decide what other
prospect data you want to collect. Y ou can collect academic information, such as admit term, admit type,
campus, academic level, academic load, housing interest, and financial aid interest; and school information,
such as last school attended and graduation date. The information that the prospect enters depends on your
setup. Some pages and fields appear and hide depending on the information that you want from prospects. For
example, the Academic Interests and Test Results self-service pages are only available if you select those
segments on the Web Prospect Setup page.

After the visitor enters the information and submits the request, the system creates a prospect record. Y ou can
view the new prospect record in the Prospect Data component. If you choose to collect academic interest
information, and the visitor chooses to enter this information, you can view the datain the Academic Interests
component. If you choose to collect test score data, and the visitor chooses to enter thisinformation, you can
view the data in the Test Results component. The system also updates the Communi cation M anagement
component for the person according to your setup and the prospect's response. If a prospect record for that
person aready exists, the system updates the admit term, admit type, last school attended, graduation date,
academic program, and academic plan (assuming that you chose to collect this data and that the visitor
entered it).
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Y ou can edit the text messages on the Request Information self-service pages. These messages arein the
message catalog under the message set number 14230. Changing these messages is considered a modification

to your software.

See Also

Chapter 8, "Setting Up Recruiting and Admissions Self-Service," page 99

Pages Used to Request Information

304

Page Name

Definition Name

Navigation

Usage

Request Admission
Materias

ADM_WEB_PRS _INTRO

¢ Sdf Service, Student
Admission, Request
Information

e Sdf Service, Request
Information

Visitors view introductory
text about requesting
admission materials, such as
how to move from page to
page and how to prompt for
values.

Request Information

ADM_WEB_PRS CAR

Click the Next button on the
Request Admission
Materials page.

Visitors add, delete, or edit
the academic careers for
which they want to request
information.

Note. Only academic
programs, plans, and
subplans with a Last
Prospect Date greater than
the system date or blank are
available.

Request Information—I am
Interested in Attending

ADM_WEB_PRS CAR_SP

Click the Add button on the
Request Information page.

Visitors enter academic
career, academic
information, school
information, and academic
program information,
depending on your set up in
the Web Prospect Setup
page.

Academic Interests

ADM_WEB_PRS INT

Click the Next button on the
Request Information page.

Visitors can select their
academic interests. This
page appearsto visitors if
you enable this segment on
the Web Prospect Setup

page.

Test Results

ADM_WEB_PRS TST

Click the Next button on the
Academic Interests page.

Visitors can enter test
results. This page appearsto
visitorsif you enable this
segment on the Web
Prospect Setup page.
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Page Name Definition Name Navigation Usage
Test Results ADM_WEB_PRS TST_SP Click the Add button on the | Visitors add test details,
Test Results page. such astest name, scores,

percentiles, and dates.

Submit ADM_WEB_PRS SUB Click the Next button on the| Visitors submit the request.
Test Results page.

Y our request for ADM_WEB_PRS END Click the Submit button on | Visitors view a message
information has been the Submit page. confirming that their request
processed was successfully submitted.

Accepting or Declining Admission

Applicants can view their application status and accept or decline admission using self-service pages.

Y ou can edit the text messages on both the Accept Admission self-service page and the Decline Admission
self-service page. These messages are in the message catalog under the message set number 14200.

If the applicant accepts admission, the system inserts an effective-dated row on the Application Program Data
page with a program action of Intention to Matriculate. The system sets the effective date to the day the
student accepts admission.

If the student declines admission, the system inserts an effective-dated row on the Application Program Data
page with a program action of Applicant Withdrawal. The system sets the effective date to the day the student
declines admission.

Additionally, any data that is provided about the school that the student is going to attend and why they
choose that institution over this oneisinserted on the Application Student Response page. Each of the pages
above is within the Maintain Applications component.

Pages Used to Accept of Decline Admission

Page Name Definition Name Navigation Usage
Accept Admission SS_ADM_ACCEPT +  Sdf Service, Student This page appearsiif the
Admission applicant has no application
to accept or decline.
e Self Service,
Admissions
Accept Admissions-Select | SSAADM_ACCEPT2 «  Solf Service, Student | Applicants can select the
Application Admission application that they want to
accept or decline. If an
e Self Service, applicant was admitted to
Admissions multiple academic careers

or academic programs, each
application will appear on

this page.
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Page Name

Definition Name

Navigation

Usage

Accept or Decline
Admission

SS ADM_ACC_DEC

Click the Accept/Decline
link for the application that
you want to process.

Applicants select whether
they want to accept or
decline admission.

Confirm Acceptance

SS ADM_ACCEPT3

Click the | Accept
Admission button on the
Accept or Decline
Admission page.

Applicants can confirm
their acceptance.

Admittance Accepted!

SS ADM_ACCEPT4

Click the Confirm
Acceptance button on the
Confirm Acceptance page.

This page appears to show
that the applicant's selection
has been processed.

Confirm Decline

SS ADM_DECLINEL

Click the| Decline
Admission button on the

Applicants can confirm that
they want to decline

Accept or Decline admission.
Admission page.
Admission Declined SS_ADM_DECLINE2 Click the Confirm Decline | This page appears to show

button on the Conform
Decline page.

that the applicant's selection
has been processed. Also,
applicants can enter athe
reason they declined
admission and the
institution they choseto
attend. Applicants can
select the institution from
the prompt, or they can
enter the institution in the
free-from field if you
selected Free Form
Institution on the
Installation Defaults - AD
page. Theinformation the
applicant enters on this page
posts to the Application
Student Response page in
the Application

M aintenance component.

Viewing Application Status

This section discusses how applicants view their application status through Campus Self Service.

306
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Pages Used View Application Status

Page Name Definition Name Navigation Usage
Application Status SS_ADM_APP_STATUS «  Sdf Service, Student Applicants can view the
Admission status of their applications.
e Sef Service,
Admissions

Viewing Application Status

Application status is based on the status of the checklists assigned to this application. If one or al checklists
are complete, the status will show Complete. If one or all checklists are incomplete, the status will show
Incomplete and the Show outstanding items for this application button appears. Applicants can press this
button in order to view their outstanding items that must be received in order for the application to be
processed.
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Using Community Directory Search

This chapter provides an overview of the Community Directory Search application in PeopleSoft Campus
Self Service, and discusses how to:

» Generate community directories.

«  Search community directories.

Understanding Self-Service Community Directory Search

The Community Directory Search self-service functionality enables you to provide searchable directories of
members of your campus community online over the internet. Instead of exposing an entire list of people at
your ingtitution and having users load and search through it, you can make student, employee, or alumni
directories available so users can search from smaller online lists and quickly locate individuals at your
institution.

To set up PeopleSoft Community Directory Search, run the Community Directory Load process to generate a
student, employee, or alumni directory. Specify the appropriate mass change definition for the directory to
generate, and specify the type of datato include in that directory.

If astudent places FERPA privacy restriction on a specific type of datafor him or herself, the system will not
expose that datain the online directory. Or, if the individual placed the restriction but chose to release it for
inclusion in a specific publication, for example, the Student Directory, then even though the data can not be
released el sewhere, the system displaysit in the specified directory asindicated.

Generating Community Directories

This section discusses how to generate online directories.

Page Used to Generate Community Directories

Page Name Definition Name Navigation Usage

Community Directory Load | CAMPDIR_RUNCNTL Set Up SACR, Product Generate online directories.
Related, Community
Access/Directory,
Community Directory Load
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Access the Community Directory Load page (Set Up SACR, Product Related, Community Access/Directory,

310

Community Directory Load).

Community Directory Load

Run Control ID: 1 FEeport Manager Process Monitor Fun

Community Directories

*Mass Change Definition:  |CampDir_Student < Process FERPA ¥

Edit Mazs Change Definition

Data Type

*Hame Type: | Freferred

Phone Type: |Campus |

=~
[

Address Type: |Campus Email Type: |Campu5 j

Community Directory Load page

Community Directories

M ass Change Definition  Specify the mass change definition for the directory to generate. The following
mass changes are delivered with your system:

CampDir_Alumni: Generates the Alumni Directory.
CampDir_Staff: Generates the Employee Directory
CampDir_Sudent: Generates the Student Directory
Process FERPA Select to apply the FERPA restrictions and release to publications options

selected on the FERPA page, FERPA Quick Entry page, or the self-service
Privacy Settings page in PeopleSoft Campus Self Service.

Edit Mass Change Click to access the Mass Change Definition search page where you can select the
Definition mass change definition to edit or to regenerate.
Data Type

Select one or any combination of datatypesto include in the directory.

Name Type Select the type of name to include for individuals in this directory.

Address Type Select the type of address to include for individualsin this directory.
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Phone Type

Email Type

Using Community Directory Search

Select the type of phone data to include for individuals in this directory.

Select the type of email address to include for individualsin this directory.

To keep your community directories up to date, run the process at least once aday. Always regenerate the

mass changes prior to running the process.

Searching Community Directories

This section discusses how to:

» Specify the directory to search.

»  Search the community directory.

Pages Used to Search the Directories

Page Name Definition Name

Navigation

Usage

Community Directory SRCH_CD_TYPE

Search

Self Service, Community
Directory Search

Specify the community
directory and criteriato
search.

Community Directory for SRCH_STDNT_CRIT

Students

On the Community
Directory page, select
Sudent Directory and enter
criteriafor which to search.

View the search results
obtained from the Student
Directory and enter fieldsto
perform a new search.

Community Directory for | SRCH_STAFF_CRIT

Employees

On the Community
Directory page, select
Employee Directory and
enter criteriafor which to
search.

View the search results
obtained from the Employee
Directory and enter fieldsto
perform a new search.

Community Directory for | SRCH_ALUMN_CRIT

On the Community

View the search results

the Community Directory
for Students page.

Alumni Directory page, select obtained from the Alumni
Alumni Directory and enter | Directory and enter fields to
criteriafor which to search. | perform anew search.

Student Profile STDNT_PROF_SEC Click the student'sname on | View datain the directory

profile for that person.

Employee Profile STAFF_PROF_SEC

Click the employee's name
on the Community
Directory for Employees

page.

View datain the directory
profile for that person.
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Page Name Definition Name Navigation Usage

Alumni Profile ALUMN_PROF_SEC Click the alumnus nameon | View datain the directory
the Community Directory | profile for that person.
for Alumni page.

Specifying the Directory to Search
Access the Community Directory Search page (Self Service, Community Directory Search).

Community Directory Search

*Directory Type:

IStudent Drirectory ;I
*Search By: Mame:
IFuII MarnelLast,First] ;I K.

Community Directory Search page

Directory Type Select the directory type (Alumni Directory, Staff Directory, or Sudent
Directory) to search.

Sear ch By Specify the criteria (First Name, Full Name (Last,First), or Last Name) by which
to search.

Specify one or more characters to use. For example, if you select First Name and
enter only S the system searches through the specified directory for al first
names that begin with "S."

Search Click to access the specified directory.

Searching a Community Directory

Access the Community Directory for Students (on the Community Directory page, select Sudent Directory
and enter criteriafor which to search, Community Directory for Employees (on the Community Directory
page, select Employee Directory and enter criteriafor which to search), or Community Directory for Alumni
page (on the Community Directory page, select Alumni Directory and enter criteriafor which to search).
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Community Directory for Students

Enter your zearch criteria in the fields below, ¥ou rmay enter full or partial criteria, For example, if
you know the last narme of the person you are searching for begins with Sm, you can enter just Sm

in the last name field. Click the Search button to retrieve the results of your search,

First Hame: "

Last Name: |K

SEARCH |

Your search found 178 directory listings . Click the name to view additional
contact information. Cliclk the email address (if one is shown) to send email

to the person.
*Sort Results By: INE"""E TI

Search Results Find First " 1-100 of 178 O Last
Mames Phone Ext Email Address
EATEL MM, T 503 3902393 nia
EanAmAGH MIALL F73/TE1-8120 nia
EavAMAGH MIALL T 415 6649258 nia
EEGS, PALL nia
EIER. MAM,PAT nia
EOSTECKI, B OGS LA nfa
ERASE, JESSICA 415/292-2315 nia
EUBIL,RAMGELL 209/544-3713 nia
EUDMIAMN, WEREL 209/544-3713 nia
EUILSPA LSOMIS Z209/544-3713 nia
EUMDE.HELEMA 209/544-2712 nia
ELWERA, B R EWIMM 209/544-2712 nia
Kaandorp,"uan vuan 412/276-05332 nia
Eabran,Michaesl E E01/572-FE96 nfa
Kaerle,lorena B nia
Eahlsdarf.Liza nia

Community Directory for Students page
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Community Directory for Emplovees

Enter your zearch criteria in the fields below, ¥ou may enter full ar partial criteria, Far exarmple, if vyou
krow the last name of the person you are searching for begins with Sm, you can enter just Smin the

last name field. Click the Search button to retrieve the results of your search.

First Mame: |

Last Mame: |

Department: |J‘1‘u:|mi55i|:|ns

SEARCH |

Your search found 12 directory listings. Click the name to view additional
contact information. Click the email address (if one is shown) to send email
to the person.

*Sort Results By: I"‘JE"""E ;I
fearch Results Find First [ 1-12 of 12 [M Last
Mames Department Phone Ext Email Address
Andrews,Jozhua James Admissions Office nia
Augusta,Jessica Lynn  Admissions Office nia
Hand,Sofie Adrnissions Office nia
Hizerodt,Shannon Liza Admissions Office nfa
Lewiz,Marcia Michelle Admissions Office nfa
Lynch,Janice Louise Admissions Office n'a
Marcus John Andrew Adrnissions Office nia
McKenzie,Andrea Lynn  Admissions Office nia
Sevis,Adam James Adrnissions Office nia
Sevis,Clark Kent Adrnissions Office nia
Sevis,Greq Anthany Adrnissions Office nia
Seviz,Marzshall Alan Adrmissions Office nfa

Community Directory for Employees page
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Community Directory for Alumni

Emter vour search criteria in the fields below, ¥You rmay enter full or partial criteria, For exarmple, if vou know
the last name of the person you are searching for beginzs with Sm, vou can enter just Sm in the lazt name

field, Click the Search button to retrieve the results of vour search,

First Manme: |

Last Mame: |

. 2001
Class Year: [example: 19922)

SEARCH |

Your search found 6 directory listings. Click the name to view additional
contact information. Click the email address (if one is shown) to send email

to the person.

*Sort Results By: I Marne j’

Search Results First [ 1-6 of 6 [*] Last
Mames Class Year Phone Ext Email Address

Darian Mewton 2001 nia

Jererny Saxton Z001 514/345-7686 jis@college. edu

Jonathan Silver z001 S512/444-3465 silver@hotrmail. corn

Fobin Isenberg 2001 nta

Shawn Gallegher zoo1 F15/963-1478 SGalleqgher@acl.com

Tina Graharm zoo1 nia

Community Directory for Alumni page

Search Results

Names Click the individua's name to access the directory profile page for that person

where you can view or edit profile data.

Email Address Click theindividual's email address to send an email to that address.
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279
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overview 4
pages used for 279, 281, 283, 288
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291
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prospects 282
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class search 123
Course Detail page 135
course history
viewing 140
Course List What-If Analysis page 155, 273
Course List What-If Analysis Report page 275
Create CRC Loan Participants page 80
Create What-If Scenario page 155, 276
credit card processing
selecting merchant 1Ds 49
currency, base 40
Current Coursework page 260

D

daily limits 49

decedent data 247

decline admission 305

Define Loan Type page 84, 87

define tabs for self service

page used for 9

degree audit 274

degree progress 155

Degree Progress Report - Course List What-If
Analysis page 275

Degree Progress Report - Quick What-If Analysis
Report page 275

Degree Progress Report page 155, 272, 274

degrees 257

Delete Address page 244

Demographic Information page 246

Detail by Charge page 167

Details by Charge page 167

Details by Due Date page 166

driver's license data 249

Drop Classes - Confirm Y our Selection page 150

Drop Classes - View Results page 150

Drop Classes page 150
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