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Advanced Academic Support

Welcome to the Advanced Academic Support module! This module contains the information
and tools needed to learn the common tasks an Academic Support specialist performs while working
with students.

Goal To have the skills and knowledge to provide support to Students

Participate at the end of this module, you will be able to
Objectives

1. View and Print Advising Transcript
2. View Enrollment Summary
3. View Students Grades

If you have any questions about this document please contact the Training group at 504-280-5645
or visit us at UCC-101Q.
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Navigation to Web-STAR

Step 1. Navigate to the UNO Home Page: http://www.uno.edu/
Step 2. Select the Faculty & Staff link.

THE UNIVERSITY of e .
NEW ORLEANS ABOUT ACADEMICS

ADMISSIONS ATHLETICS CAMPUS A-Z RESEARCH STUDENT LIFE

Apply Now
Current Students Fri, 07 Jan 2011 20:36:00 -0600
LFacuIty 2 Staff Researchers Find That Stress Does a Body Good

Step 3
P Web-STHR
Select the logo.
fflr."f £ TBE URINERSITY ({f (_Search UNO Q
\ue / NEW QRLEANS ABOUT ACADEMICS ADMISSIONS ATHLETICS CAMPUSAZ RESEARCH STUDENT LIFE
About
Academics Facu":y & Staﬁ
Admissions Web-STHER
Athletics Sign Up for Emergency Text Message Alerts
Campus A-Z

Faculty Resources: Check Your E-Mail: Qutlook Web Access (OWA)
Student Life



http://www.uno.edu/
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| step4. | Select the Faculty/Staff link. |

The UNIVERSITY :‘.{f‘
NEW ORLEANS WebSThR

Faculty/Staff || Students

Step 5. Enter your UNO username and password. Note: Your user name is the same
password used to login to your email, computer or blackboard course.

ORACLE

PEOPLESOFT ENTERPRISE

Select a Language:

User ID: English Espafial
Dansk Deutsch
Password: | Francais Francais du Canada
[taliano Magyar
Sign In Mederlands Morsk
Polski Portugués
Suomi Svenska
Cedtinag BE:E
=Y P CCEWi
vy {E % o 2
By el

Set Trace Flags LIk English
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Viewing and Printing the College Advising Transcript

| Step 1. | Navigate to University of New Orleans, Student Records, Colleges, College Advising Report. |

ORACLE’

Favarites Main Menu > University of Mew Orleans
: -

Kain Menu = University of New Orleans >

ﬁ Student Records

Colleges ﬁ Utilities and Reports
[ Classes and Rosters
[ Repeated Course Reports

‘
4
{
?
N e .\'\x....-.-‘"\. B o "“,ﬁl“"""'“""‘“--—*)."‘“‘-"““- q.f

Step 2. Enter the students ID and click the Search button. Note: If you do not know the students
ID number click the Advanced Search link to search by the SSN or last and first name.
ORACLE

Fa'.rovr'rtes Mainvl'u'lenu »  University of New Orleans > Student Records : Coleges » College Advising Report

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

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 200} |300
Search by: EmplID - begins with|222ﬂ991

I’F Search IAdwanu:ed Search
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| step3. | select the plusicon *]to add a row. |
ORACLE
Favovr'rtes MainvMenu »  University of New Orleans > Student Records » Coleges > College Advising Report

College Advising Report

Ali Gatar
Record Requested For

2220991

Find | View Al First - 10f 19 I Last
Issued Date: |0 011 Sequence: IEI
quence:| 1] ro Student
Pay Method: E Req by: (@ For Campus Use Only
To Student For
At Student's Request to
Unofficial

Currently Enrolled

|M| Report Manager

UserID: Printer Local Printer Print to PDF?
Hame:
Step 4. Select the Print Transcript button. Note: If the student has a transcript hold, a message

box will appear. Check the service indicator panel to view the reason by selecting the @
service indicator icon.

ORACLE

Fa\rty'rtes i Mainvl't-'lenu »  University of New Orleans >
; -

College Advising Report

Student_Records » Colleiges » College Advising Report

Ali Gator 2220991 @
Record Requested For Find | Wiew Al First Kl 2 of 20 I Last
Issued Date: |01/09/2011 Sequence: 2
q To Student
Pay Method: |:| Regq by: @ For Campus Use Only
To Student For
At Student's Request to
Unofficial
Currently Enrolled
S Eeporfianages
User ID: Printer Local Printer Print to PDF?
Hame:
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| Step 5. ‘ To retrieve the transcript select the “Report Manager” link. \

ORACLE

Favaorites Main Menu > University ovaew Orleans > Studenthecords 3 Cullevges > College Advising Report

College Advising Report

Ali Gator 2220991 @ *
Record Requested For Find | Wiew All First [4] 2 of 20 O Last
Issued Date: [01/09/2011 Sequence: 2
a o Student
PayMethos:| -] Req by: © For Campus Use Only
To Student For
At Student's Request to
Unofficial
Currently Enrolled
User ID: PANter | oeal Printer Print to PDF?
Name:
Step 6. ] Select the Administration Tab.

ORACLE

Favorites Main Menu > University of New Orleans > Student Records

~ List | Explorer WEIOIUEGELLE . Archives

Step 7. | Select the “Transcript” link in the Description column.

Report List Customize | Find | view o0 | B | B8 First 0 14014 0 Last
Report Prcs . Request .
Select D Instance Description Date/Time Format Status Details
i - | 121412010 Acrobat :
] 2209 1880841 || Transcript 410:22EM (*.pdf) Posted Details
Step 7. A PDF version of the transcript will display in a separate window.

To print select the print EI'_—':] icon.
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Enrollment Summary (Student Schedule)

The Enrollment Summary enables you to view a summary of the student’s academic
schedule. You can view summaries of both enrollment and term statistics.

| Step 1.

‘ Navigate to Records and Enrollment, Enrollment Summaries, Enrollment Summary. ‘

ORACLE

Favorites Main Menu > Records and Enrolment
: -

Main Menu =

% Records and Enrollment

Enrollin classes, produce transcripts, process transfer credit, transcripts and graduation.

ﬁ Enroll Students ﬁ Student Term Information
Enroll students into classes and add milestones. Perform term based activities for individual students.
= Enroliment = Term Activate a Student
=] Enroliment Regquest Search = Student Grades
[=] Search for Classes = Term History
ﬁ Enroliment Summaries ﬁ Term Processing
“Vigw enrollment summaries for individuals or groups of students. Process appeintments, permissions, term activation, waitlists, withdrawals

Enrollment Summary and other end of term activities.

[*1 Class Permizsions
[ Appointments

Step 2.

Enter the students ID in the ID field.

Step 3.

Select the Search button. Note: The term field can be used to narrow your

search. You can use the Lookup Term button Q to select a specific term.

Faworites
- H

Main_Menu Records and Enrollment > Enrollment SummMmaries > Enrollment Summany

Enrclliment Summanry

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

Find an Existing Value

Maximum number of rows to return (up to 200): |200

([a% pegins with ~ 111241 1
Academic Careen = - -
Academic Institution: begins with - |UNCII_-‘3«. LN

Term: = - | =N
Campus ID: begins with ~ |

Mational ID: begins with ~ |

Last Hame: pegins with - |

First Hame: pegins with - |

Term Alternate Key: = - | @

[[case Sensitive

I‘l Clear iBEISiE: Search [E Save Search Criteria

Step 4.

The search results will display each term the student is enrolled in for the term.
Select the desired term by clicking on the term or short description link.

9
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Search Results

Wiew All
1D Academic Career Academic Institution Term|Short Description Name Gender Date of Birth
2220991 Graduate LIMOLA Gator Ali Test Student Male 10012 |
2220991 Graduate LIMOLA 0960 2070 Spr 4 Gator Ali Test Student Male 10012 |
2220891 Graduate LMOLA 0850 20089 Fall Gator Ali Test Student Male 1012 I
2220991 Graduate LMNOLA 0940 (2008 Sum Gator Ali Test Student Male  [10/12 I
2220891 Graduate LIMNOLA, 0820 2008 Fall Gator Ali Test Student Male 10412 I
2220991 Graduate LIMOLA 0910 2008 Sum Gator Ali Test Student Male 10012 |
2220991 Graduate LIMOLA 0310 2005 Spr Gator Ali Test Student Male 10012 |
2220991 Graduate LMNOLA 0730 (2004 Spr Gator Ali Test Student Male (10012 I
2220891 Graduate LIMOLA 0770 2003 Fall Gator Ali Test Student Male 10412 I
2220991 Graduate LIMOLA 0760 2003 Sum Gator Ali Test Student Male 10012 |
2220891 Graduate LMOLA 0755 2003 Spint Gator Ali Test Student Male 1012 I
2220991 Graduate LMNOLA 0750 (2003 Spr Gator Ali Test Student Male (10012 I
| Step 5. ‘ The Enrollment Summary will display. ‘

ORACLE

Favorites Main Menu > Records and Enrollment » Enrollment Summaries > Enrolment Summary
H - -
Enrollment Summary [ Term Statistics h
Ali Gator 2220991 @ *x
Term: 2010 Fall Career: Graduate University of New Orleans Print Study List  Report Manager

Find | View Al First KI 42072 I Last

Class Hbr Subject Catalog Session Section Status  Status/Reason Acad Prog Grading Basis Units Taken
Q. 10017 ACCT 2100 Regular 001 Enrolled Enrolled MEDUC  Graded 3.00
Principles of Accounting Lecture
G, 12299 URBM 6700 Regular 00 Enrolled Enrolled MEDUC  Graded 3.00
Urban Spatial Analysis Lecture

'O\ Returnto Search | [+E Previous o List | [4E] Mextinlist| [/ Previoustan| S Nexttab |

Enrollment Summary | Term Statistics
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Print Enrollment Summary (Student Schedule)

| Step 6. ‘ To print Enrollment Summary select the Print Study List link. \

ORACLE

Favc;r'rtes Mainvr\-'lenu » Records and Enrollment > Enrolment Summaries > Enrolment Summary
: = -

Sl =Wl (| Term Statistics |

Ali Gator 2220991 @ *

Term:  2010Fall Career:  Graduate University of Mew Orleans ' Report Manager

Find | view Al First K1 42072 I Last
Class Nbr  Subject Catalog Session Status  Status/Reason Acad Prog Grading Basis Units Taken
Q10017 ACCT 2100 Regular 001 Enrolled Enrolled MEDUC  Graded 3.00

Principles of Accounting Lecture
QL 12299 LURBN 6700 Regular 001 Enrolled Enrolled MEDUC  Graded 3.00
Urban Spatial Analysis Lecture

|\ Returnto Search | +F Previous i List (4B Mextinlist| | Previous(ab S Nexttab

Enrollment Summary | Term Statistics

| Step 7. | To retrieve the report, select the “Report Manager” link. |

ORACLE’

Favorites | Main Menu > Records and Enrollment : Enrollment Summaries > Enrolment Summary
- : - - -

S EuuEWE | Term Statistics |

Ali Gator 2220091 @ *x
Term: 2010 Fall Career: Graduate University of New Orleans Print Study List |Report Manager]
Find | View Al First K1 42 of 2 I3 Last
Class Nbr  Subject Catalog Session Section Status  Status/Reason Acad Prog Grading Basis Units Taken
3, 10017 ACCT 2100 Regular 0o Enrolled Enrolled MEDUC  Graded 3.00
Principles of Accounting Lecture
Q. 122099 URBM G700 Reqgular 001 Enrolled Enrolled MEDUC  Graded 3.00
Urban Spatial Analysis Lecture

|& Returnto Search | [+ FreviousinList | 4E Nextinlist | |m= Freviousiab| (& Nexttab |

Enrollment Summary | Term Statistics
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Step 8.

The Enrollment Summary is listed in the Report List. Select the “Individual Study Rpt” link
in the description column to display the PDF. Note: If the report status is processing and
not posted, click on the Refresh button. You may need to repeat this more than once.

ORACLE"

Favarites
-

List

EMainvMenu » Records and Enrolment > Enrollment Summaries >  Enrollment Summary
: = -

Explorer Administration Archives

View Reports For

User ID: Type: N - Last - 1 Days - Refresh
Status: > Folder: = Instance: | to: |
Report List Customize | Find | View . E First K q0r1 D Last
Report Prcs L Request .
Select D Instance Description DateTime Format  Status Details
- 12/08/2010  Acrobat -
| 2108 1880402} Individual Student Study Ept Q-AEE0AN (*.pdn Posted Details
Step 9. it
A PDF version of the report will open in a separate window. Select the print -~ icon to
print the report.
File Edit GoTo Favorites Help
x @Snagt B B ‘ x & -
x bing & Search '1|}‘ MSN Z2 News | Celebrity () Video Weather || Hotmail 4% Messenger &) Games @ Lifestyle Facebook
i Favorites | 9 & Blackboard On Demand L... E W3Schools Quiz Test 2| PeopleSoft nVision Tutori... 2| PeopleSoft nVision Tutorial @& Suggested Sites = [ FIN_PRODUCTION

| (@ https://cstrn.uno.edu/psreports/cstrn/Z108/SRST... ‘7|

- v [ dm v Pagev Safety~ Toolsv @~

BseocoT]5E @ W[ Do il Q- U[ir © wx - © (D58 - 2] fome | vm]

@ |
= Report ID: ERSTDNTZ STUDY LIST Page No. 1
= Run Date 12/08/2010

8 Run Time 08:47:15

2 Name : Gator,Ali Test Student Career: Graduate

a ID: 22208991 Program: Education Masters

%1‘ Term: 2010 Fall

71 Units: Grading:

u Class No. Subiject Catalog Session: Section Status Taken Basis

E

£

E 10017 RCCT 2100 1 ool Enrolled 3.00 Graded

= Principles of Accounting Lecture

) TER TBA MWF 9:00am - 9:50am Beams, Joseph D

= 1 Q9 TIEEN AT00 1 00l Enralled nn Graded

= 4 4 102 bl ‘ Qo @ | FRE
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Student Grades (By Term)
The student grade inquiry allows you to review grades for a student within a term

| Step 1. | Navigate to Records and Enrollment, Student Grades. |

ORACLE’

Favorites Main Menu > Records and Enrollment
H d

Main Menu =

% Records and Enroliment
Enrollin classes, produce transcripts, process transfer credit, transcripts and graduation.

ﬁ Enroll Students ﬁ Student Term Information
Enroll students into classes and add milestones. Perform term based activities for individual students.
= Enroliment =l Teom Soticate o chuident
= Enroliment Reguest Search )
= Search for Classes I=] Term Histo ’
ﬁ Enrollment Summaries ﬁ Term Processing
View enroliment summaries for individuals or groups of students. Process appointments, permissions, term activation, waitlists, withdrawals
= Enroliment Summary and other end of term activities.

[ Class Permissions
[ Appointments

Step 2. Enter the student’s ID number. Note: The term field can be used to narrow down the

search. You can use the Lookup Term XL button to return a list of valid values.
Step 3. Select the Search button.

Favorites @ Main Menu > Records and Enrollment > Student Term Information > Student Grades

Student Grades

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

Find an Existing Value

Maximum number of rows to return (up to 300): |300

ID: begins with ~ |2220991 |
Academic Career: = - -
Academic Institution: begins with |UNDLA L&'}

Term: = - [ a
Campus ID: begins with - |

Mational ID: pegins with ~ |

Last Name: begins with - |

First HName: begins with « |

Term Alternate Key: = -~ | L&}

[[Jcase sensitive

i Clear | Basic Search [E)] Save Search Criteria
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| Step 4. ‘ Select the link with the desired term. ‘

Search Results

Wiew All

[} Academic Career Academic Institution Term Short Description Name Gender
2220991 Graduate UNOLA M Gator Al Test Student Male
2220991 Graduate LMOLA 0960 20710 Spr Gator Ali Test Student Male
2220991 Graduate LMOLA 0950 2009 Fall Gator Ali Test Student Male
2220991 Graduate LIMOLA 0940|2009 Sum Gator Ali Test Student Male
2220991 Graduate LMNOLA 0920 2003 Fall Gator Ali Test Student Male
2220991 Graduate LMOLA 0910 2008 Sum Gator Ali Test Student Male
2220991 Graduate LMOLA 0810 2005 Spr Gator Ali Test Student Male
2220991 Graduate LIMOLA 0730 2004 Spr Gator Ali Test Student Male
2220991 Graduate LMNOLA Q770 2003 Fall Gator Al Test Student Male

| Step 5. ‘ The grades for the selected term will display. ‘

ORACLE’

Favorites Main Menu > Recordsand Enrolment > Student Term Information » Student Grades

UL S ELELL T Term Statistics |

Ali Gator 2920991 @ x . Print
Report Manager

Term: 2010 Fall Career: Graduate Institution:  University of New Orleans

Detail 10017 ACCT 2100 Lecture 001 Graded 3.00

\Detail {12299  |URBN  |6700  |Lecture o1 A A | Graced 3.00

:.Q. Rﬂwnto&aarm: }El Freyiousn Liat: :*E NexthLis:t:
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Step 6.

To print the grade report select the

Print il button.

ORACLE’

Student Grade Inquiry " Term Statistics

Favorites Main Menu > Records and Enrolment > Student Term Information > Student Grades

Ali Gator 2220991 @ *
Report ManagJer
Term: 2010 Fall Career: Graduate Institution:  University of Mew Crleans
Class Nbr | Subject Catalog |Component Section Grade lnput | Official Grade Grading Basis Units Taken
Detail 10017 ACCT 2100 Lecture 00 Graded 3.00
Detail |12299 URBNM 6700 Lecture 001 A A Graded 3.00

{2\ Returnto Search | 1[E Frevousin st | [4E] NextinList |

Student Grade Inquiry | Term Statistics

Step 7. .
To retrieve the report, select the

Feport Manager .
link.

Main Menu > Records and Enrollment > Stud

ent Term Information > Student Grades

Favorites !
Student Grade Inguiry " Term Statistics |
Ali Gator 2220991 2 * - Print
‘Report Manager
Term: 2010 Fall Careern Graduate Institution:  University of Mew Crleans
Detail |Class Nbr | Subject Catalog ' Component Section |Grade Input | Official Grade Grading Basis Units Taken
Detail |10017 ACCT 2100 Lecture 001 Graded 3.00
Detail |12299 URBM G700 Lecture 0o A A Graded 3.00

£\ Returnto Search | 5] Frevius i List | [HE] Nextin List

Student Grade Inquiry | Term Statistics
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Step 8. The Grade Report is listed in the Report List. Select the “Grade Report” link in the
description column to display the PDF. Note: If the report status is not posted, click on the
Refresh button. You may need to repeat this more than once.

ORACLE ‘
Favorices | Main Menu > Records and Enrollment formation > Student Grades
. i Select the Select the
List | Explorer | LEEL | Archives "Grade "Bf"%"_
Report" — button if
View Reports For link o view | the status
User ID: E2 5 Type: the report. |t - | 1 is not set | Refresh
Status: ~  Folder: nce: | to: | to Posted.

LErLe Format  Status

(1] Instance Date/Time
12/08/2010  Acrobat )
2116 1880412 | Grade Report 2-50-13PM (* pd) Posted — Details

Step 9.

A PDF version of the report will open in a separate window. Select the print i icon to
print.

/& httpsy//cstrnuno.edu//psreports/cstm/2116/SR776P--_1880412.PDF - Internet Explorer provided by Dell ==
QQ | ] https://csirn.unoedu/psreports/cstm/2116/SRT76P— 1880412PDF ~ 3[4 % (48 Googte o -
File Edit GoTo Favorites Help
x @snagt B B |X & -
x bing (& Search '1‘}' MSN =22 News Celebrity () Video Weather | Hotmail 4% Messenger @) Games e Lifestyle [EJ Facebook o .
”

¢ Favorites | 9% ] Blackboard On Demand L... EWZS:hoDI; Quiz Test & | PeopleSoft nVision Tutori.. | PeopleSoft nVision Tutorial @ Suggested Sites » () FIN_PRODUCTION
| - v ] dm v Pagev Safety~ Tools~ i@~

| @ nttps:ffcstin.uno.edufpsreports/cstin/2116/SR7T... |

Term: 2010 Fall

%ESaveaan@% ﬁSearcn % ‘Iy IbsEbect EEQ' |_IJ d ® =% - @ - % r-; - B2 |§£Sign r"|

‘ i3
g Report ID: SR776P University of New Orleans Page 1 of 1 i
,; Grade Report Run Date 12/8/2010 E|
E Run Time 2:51:17PM

s

A Name:  Gator.Ali Test Student Career: Graduate

2 .

g ID: 2220991 Program- Education Masters

E

8

Units  Grading Official Grade




