EVAL (Degree Audit) for
Administrative Assistants and Administrators

If you have not used the new web version of Colleague before, please refer to the
“Colleague User Interface 4.3 — Basic New Features UIWeb” document or the demo provided when
opening the Datatel UIWeb version of Colleague to help you get familiar with basic changes.

Refer to “UlWeb 4.3 Newest Feature Changes” to explore some beneficial additions.

o A Degree Audit evaluates a student’s progress towards the completion of their academic
requirements.

o |IMPORTANT NOTE: Although advisors guide their advisees during the advising process, it is
possible for both advisors and students to use WebAdvisor to perform a degree audit report any time
they want. Faculty will find a link under My Advisees. This negates the need for Administrative
Assistants to print Student Advising Transcripts.

e When itis necessary for an authorized Administrator or Administrative Assistant to run a
degree audit report using Colleague, it can be done using the EVAL form.

Logging Into Datatel’s Colleague UlWeb 4.3

0
1. Double-click the Datatel UIWeb icon on your Desktop.

Datatel’'s Colleague User Interface 4.3, known as UIWeb, launches and
a welcome screen displays.

If you have difficulty, keep only basic Internet Explorer (or Firefox) toolbars available.
Close toolbars such a “Google”. Then, see if UIWeb launches.

=)
IWDCA/TATEL Welcome fo Datatel Colleague
olleague
g User Interface 4.3
WORCESTER STATE UNIVERSITY
You Will Be Accessing The College's LIVE Information System
DISCLOSURE OF INFORMATION PROTECTED BY PRIVACY LAWS IS PROHIBITED!!!
UNAUTHORIZED ACCESS AND/OR USE OF THE SYSTEM IS PROHIBITED!!!
Before launching Ul 4.3, please either disable all popup blockers or add this site as an exception to the popup
blocker list in your browser. Be sure to also disable any third-party toolbars that may have additional popup
blockers. For more information, contact your system administrator.
S >

2. Click the Begin button to access the Login screen.

IDATATEL
'ﬁ' Colleague

UseriD: |JLANCER |
I

(_ LOGIN

3. Inthe UserlD box, type the Colleague UserlD provided by Information Technologies
in ALL CAPITAL letters (e.g. JLANCER).


http://worcester.edu/InformationTechnologies/Colleague/UIWeb43/UIWeb43NewFeatures/Colleague_UIWeb43_Basic_New_Features.pdf
http://worcester.edu/InformationTechnologies/Colleague/UIWeb43/UIWeb43NewFeatures/NewestChanges.pdf
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Logging into Datatel’s Colleague UIWeb
4. Inthe Password box, type your Colleague/UIWeb password.

Passwords are “case sensitive”, so make certain to type lowercase or capital letters the way your
password was created. Then, click the LOGIN button or press the <Enter> key.

An “authentication” process runs to verify your access credentials, followed by the display of the
UlWeb main window.

5. If the “Quick Tour” screen displays:

View the “Quick Tour” video, if desired, or click in the the “Do Not Show Me Again” checkbox to hide
it from view when UIWeb starts..

The Quick Tour demo always is available from UlWeb Help menu.

Co//eague No Active Context

File Options Help Save All ) (X Cancel ) ( Cancel All

/' Trusted sites | Protected Mode: Off fa v ®100% ~

6. Once the Quick Tour is viewed, the user will proceed to the main Datatel Colleague (UIWeb) screen.
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A “Person Search” allows a user to locate and work with an individual, group of individuals, vendors, or
institutions within the same form. It is a way to populate the Context area (top area of the window) with

one or many records, called “Person Cards” in Colleagu

e UIWeb. Information displayed in the form

reflects data stored in Colleague for the person, group, or institution whose

card is active.

The Next and previous

< lnef2 1> record arrows are used to move between desired Person cards.

Always be aware of what is active in your context area. It might be necessary to close out both the
form AND the context area if there are active records you no longer want to use.

When you're done with a form, it's best to close out the context area instead of the form, especially if
you’re done with the form and the individual, institution, or groups. That way, you'll clear out your context

area and the form and will be starting with a clean slate.

When working with one person, it might be preferable to
a standard name lookup.

The Search Area — Opening a Person Card and Form

bring up the form first and perform

& U143 - RESEARCH ACCOUNT - Lrsibulk/ mlllEeamh] - Windows Internet Explorer )
I S — — e —, = =
B Person Search o #TSEARCH RESULTS "< NAVIGATION @+ FAVORITES | - @ @D 4
N\ \History- ment
Person/Form Search\seﬂfcn Area ( 4 I I B
///DATATEL Context Area View an expanded view of
Colleague Contains one or more person, No Active Context active cards
organization, or vendor cards

File Options Help | Keep Context Open v |

Auto-Close Context

Keep Context Open

Form Scale Slider

Click to switch between Person and Form search
‘ (Ctrl+shift+3)

Click to switch between Person and Form search
| (Ctrl+Shift+S)

In the Search area, click the circular Person/Form button until the Person Search button displays.

Type the Person’s Name (at least two letters of the Last Name, Two letters of the First Name,

separated by a comma) or Student ID# for the person, institution, or vendor whose data you wish to

obtain from Colleague in the Search box, and click Search or Press <Enter>.
If a group of students has been saved to Favorites, click the Favorites tab to locate them.

. Person Cards that match requested search criteria display in the Context area

If available and the option is activated, WSU ID Photos might appear to the left of the person’s name.

evaluiweb43

R. Sibulkin and K. Laviolette
Worcester State University



EVAL (Degree Audit) for
Administrative Assistants and Administrators

The Search Area — Opening a Person Card and Form (Continued)

Lancer, J
Delomo, T

| Filter: Combined v| | |=| = | L] selectAl = 1-20f2

James Lancer 441 Chandler Strest DOB: 10/15/1982 |
1 || ID: 0123456 Worcester, MA 01602 Former Name:
Where Used: PER
James-W Lancer 25 Park Avenue DOB:  03/25/1958
2 || ID: goo33s Worcester MA 01602 Former Name:

Where Used: APP,EMPFIN, ...

3. Select desired Person cards by clicking inside either the Select All box or the appropriate white
boxes to the left of each desired Person’s ID #. Then, click Open at the bottom of the screen or
Press <Enter>.

Selected people cards open and become active by clicking the Previous (<) or Next (>)
arrows.

C
~

Click the Hide Panel (Esc) button . at the bottom of the window to hide the selected
Search Results, Navigation, or Favorites tab screen from view.
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Colleague uses a “drill-down” approach to access information in its database.

Expand folders to view and/or move to different levels within the Colleague’s Student System
or other Application area.

Use the Navigation tab to locate and open forms by double-clicking the form’s icon.

A Degree Audit evaluates a student’s progress towards completion of their academic
requirements.

IMPORTANT NOTE: Although advisors guide their advisees during the advising process, it is possible
for both advisors and students to use WebAdvisor to perform a degree audit any time they want.

Faculty will find a link under My Advisees. This negates the need for Administrative Assistants to
print Advising Transcripts on a routine basis. Students can be asked to bring a copy of the EVAL
report to their meeting with their advisors.

When it is necessary for an authorized Administrator or Administrative Assistant to run a degree
audit report using Colleague, it can be done using the EVAL screen.

Run a Degree Audit Evaluation

1. Inthe Search area, click the radio button (circle) to the left of Form to select it.
2. Type EVAL in the Search box and click the Search button or Press <Enter>.
If a Person Card is not already open and visible in the context area, the Person LookUp prompt
displays.
®
Person LookUp [ | ]
| SUBMIT , | CANCEL | FINISH
3. If the EVAL form does not display, the form can be accessed using its icon located with a “drill down”
approach from the Navigation tab. If the form displays, proceed to Number 4.
a. Click the Navigation tab to bring it to the front.
b. If the ST Application is not active, select it from the Application drop-down menu.
This moves you to the “student” area of (UIWeb).
Application: | ST v
| » Academic ur
\TRecruiiE CORE
[ » Communic ©F
[ » CampuscC ST
[ » Curriculun| HR
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Run a Degree Audit Evaluation (Continued)

c. Click the black triangle to the left of Degree Audit — DA to expand and display the contents.

]
Il
9

Application: | ST v

| » Academic Records - AC

v

Recruitment/Admissions Mgmt - AM

| » Communications Management - CC

| » Campus Organizations - CO

v

|
|
|
|
| » Curriculum Management - CU
| v Degree Audit - DA

[5) Evaluate Student Program - EVAL
() Student Academic Program - SACP

|
|
|
|
|
)
| » Academic Programs - ACP ‘

d. Double click the Evaluate Student Program — EVAL icon to open the form.

If a Person card is not already open in the Context area, the Person Lookup box displays.

Person LookUp
LANCER, JO|

. oK ) . Cancel ) . Finish ) . Help )

4. Type the ID #, Name, or partial name for the student whose progress you wish to evaluate. Then,
click the OK button or Press <Enter> to view the results. Or.... Click the Finish button to close the
Evaluate Student Program - EVAL form and return to the main Colleague (UIWeb) window
Open People cards remain in the Context area at the top of the window.

5. Inthe Search area, click the Person/Form button (circle) until the Form displays.

6. Type EVAL (Evaluate Student Program) in the Search box, and click the Search button
or Press <Enter>.

e e )

If a Person card is not already open and displaying in front of other Person cards in the Context area,
the Person Lookup box displays so you can use the steps explained earlier to enter and select the
desired student name.

(_ SuBMIT ( CANCEL | FINISH |
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Run a Degree Audit Evaluation (Continued)

7. If a screen similar to the one below displays, scroll to the bottom of the window and enter the number

to the left of the Active program in the Select # box.

™) EVAL: Evaluate Student Program “Soarch - .
T o1zMss VT PROGRAMS DA) 9,
Filter STUDENT.PROGRAMS v | == = | | | Selec AN 1-50f5
Academic Program: BS_CSC Stuuso Start Date: 0904/10 Ant Cmpl: 051413
1
Title: BS in Computer Science End Date: Term: 10FA
Academic Program: BX_UND Status: W Start Date: 090309 Ant Cmpl:
2 L
Title: Noo-Matriculated Student End Date: 093009 Term: 10FA
1 ]| setects 1] ] ( open |
8. Click the Open button or Press <Enter>.
The EVAL — Evaluate Student Program screen displays:
File Options Help | Keep Context Open v | ( / Save ) ( «/ SaveAll ) ( X Cancel ) ( XX CancelAll ) (- | | (+)

| EVAL - Evaluate Student Program |

Program : BS in Computer Science

BS_CSC Catalog : 2008

Include Code/Cutoff Date [@ v]
Format |2 Double-column Report -]

Related Courses Policy | N Not Displayed -]
Always Show Extra Courses 'No

Ignored Statuses 1 I|

2 |

I

A Double-column Report is selected by default, in order to conserve paper. .
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Run a Degree Audit Evaluation (Continued)
9. Click the Save button.

The Update record, Cancel record, or Return to editing Alert displays.

Update record, Cancel record or Return to editing

L Update } L Cancel ) L Return )

10. When the Update record, Cancel record, or Return to editing Alert displays, click the
<Update> button to run the report.

A copy of the student’s Worcester State University Academic Evaluation displays.

11. Review the evaluation on the screen. If a paper copy is required, BE MINDFUL OF FERPA
GUIDELINES and use the Export PDF or Print Remote buttons to print to your defined printer.

Use the directional arrows to move forward or backward through pages of the EVAL report.

Report Browser
> > | (4 SaveAs ) ( 35 ExportPDF ) ( =& Print Remote )

12. To Exit the Report Browser, click the small black X in the upper right-hand corner of the
browser window.

13. If another report evaluation is needed, enter the student’s name in the Person Lookup box.
Otherwise, click the Finish button to return to the main Colleague screen.
Logout of Colleague

1. If you are finished using UIWeb, make certain click the Logout button in the upper right-hand corner
of the UIWeb window.

i Logout ;ﬁ

2. Close the browser window.
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