Colleague User Interface 4.3 (UIWeb)
for Administrative Assistants and Chairs

e Colleague is a database program that stores student information on WSU’s UNIX computer system.

e If you are new to Colleague, a Colleague Account application (blue form) needs to be completed,
signed, and returned to the Finance Office in order for a username and password to be assigned to
users needing access to Colleague.

e A Colleague UserlD needs to be typed in UPPERCASE letters.
e Criteria for a Colleague password are the same as the WSU network password.

A password MUST be 8 characters in length and include 1 upper case letter + 1 lower case letter + 1
number. Passwords cannot contain any portion of your username or previous passwords.

Please contact the Information Technologies' Help Desk (IT website or 508.929.8856) if you have any
guestions. See also Timed Username/Password Expirations document on the IT website
( http://uts.worcester.edu/ ).

e Be Certain to Follow WSU Policies regarding FERPA .(Family Education Rights and Privacy Act)
when working with student information.

Go to http://www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html for additional information

Logging Into Colleague Ul 4.3

an

1. Double-click the UlWeb 4.3 icon on your Desktop.

2. When the “Welcome” screen displays, click the Begin button.

IDATATEL Welcome to Datatel Colleague
Colesgue User Interface 4.3

User Interface 4.3 improves upon Desktop and Ul 4.2 with enhancements that include:

dd this site as an exception to the
ty toolbars that may have additional
or,

3. The Datatel/Colleague Login screen displays.

IDATATEL

Colleague

Please enter your User ID and Password

useriD: [JLANCER]

Password |
(_ Login

va3

Change Your Passwiord

4. Inthe UserlD box, type the Colleague UserID provided to you by Information Technologies.
(Usually, 1* initial and 1* six letters of last name — all CAPS e.g. JLANCER)


http://sharepoint.worcester.edu/external/it/guides/Shared%20Documents/Colleague_Datatel/Colleague_Application.pdf
http://it.worcester.edu/
http://sharepoint.worcester.edu/external/it/guides/Shared%20Documents/NetworkServices/TimedExpirationandStrongPasswords.htm
http://it.worcester.edu/
http://uts.worcester.edu/
http://www.worcester.edu/teamsites/Policies/Wiki%20Pages/Colleague%20and%20FERPA.aspx
http://www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html

Colleague UlWeb 4.3 - Basic Features
Logging into Colleague (Continued)

5. Inthe Password box, type your Colleague password (case sensitive).
Then, click the Login button or press the <Enter> key.

Colleague User Interface 4.3 opens displaying the “Quick Tour” screen.

Quick Tour

@ IIDATATEL
ague

Q ur

Colleague Ul 4.3

‘ This presentation contains audio. Please adjust your audio volume accordingly.

00:00/07:33 | o

M Don't Show Me Again

[ Launch in Extemal Player

6. Watch the tutorial by clicking the forward pointing arrow in the center of the screen, if desired.
Then, click inside the Don’t Show Me Again checkbox in order to hide the screen.

Note: The “Quick Tour” video is available anytime from the Help menu.

Help | |Keep ContextOpen v | ( / Save )
. Process Help
Field Help Cri+Alt+H |
List Keyboard Shortcuts Ctri+Alt+K |
Quick Tour N
i

If you have difficulty, keep only basic Internet Explorer (or Firefox) toolbars available.
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Colleague User Interface 4.3 (UIWeb)
for Administrative Assistants and Chairs

Logging Into Colleague UlWeb 4.3
7. Once the Quick Tour screen is closed, the UIWeb 4.3 Search and Context areas are visible.

Note: For those already familiar with UIWeb 4.0, the method in which cards and forms are
chosen has changed since the introduction of UIWeb 4.0. Click the Person / Form Search

button to toggle between the two choices. Then, type search criteria in the Search box and
click the Search button or Press <Enter>.

A “Person search” indicates a search for a person, organization, or vendor will be performed.

A “Form search” indicates a search for a particular form (e.g. STSC) or category (Financial
Forms) will be performed.

& U14.2 - (DEVELOPMENT ACCOUNT/BACKUP SERVER) - [rsibulk / clone_coll18dev] - Windows Internet Explorer -
5)|P <D © “““SEARCH RESULTS NAVIGATION -5 #: FAVORITES
earch Area S
, | | 3|
IDATATEL Context Area p o
CO”GBQUG‘ Contains one or more person, No Active Context flewran e"P:" led view
organization, or vendor cards of active cards
| File Options Help (7 Save ) S AT N O e 3 = 5 m

Search

Click to switch between Person and Form search | Click to switch between Person and Form search
\ (Ctrl+shift+s) ¥_ :" (Ctrl+Shift+S)

f_

If desired, view the Colleague UIWeb 4.3 Basic New Features document to view recent changes.
The document is located on our http://uts.worcester.edu/ site under the Colleague/Datatel category.
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Colleague User Interface 4.3 (UIWeb)
for Administrative Assistants and Chairs

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 Colleague Ul 4.3, before opening
aform. Information displayed in the form reflects data stored in Colleague for the person, group,
or institution whose card is active (visible in the context area).

The Next and previous -€1.1=f2 I> 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 bring up the form first and perform

a standard name lookup.

The Search Area — Opening a Person Card and Form

& U143 - RESEARCH ACCOUNT - [sibulkc/ collL8research] - Windows Interet Explorer 3 z [E=REENX)
FAEY

®) Pe Search
S\ ~History ment
Person/Form Search\SEﬂ":|I Area |’ ’ | | % ]
/IIDATATEL Context Area N View an expanded view of
Co//eague Contains one or more person, No Active Context active cards
organization, or vendor cards

File Options Help | Keep Context Open v | ( Save ) ( Save All ) nce . ncel All l =) )
Auto-Close Context _—
Form Scale Slider
Il. Keep Context Open |

1. Inthe Search area, click the round Person/Form button until a Person displays on the front of
the button.

2. 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 (vendor, or institution) whose data you wish to
obtain in the Person Search box, and click Search or Press <Enter>.

If a group of students has been saved to Favorites (Favorites will be discussed later in this guide),
click the Favorites tab to locate them.

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

N
|K£, J Lancer, Jo v

SEARCH RESULTS _#&= NAVIGATION =%

Search Results for: Joseph Lancer CBrdIVew Grid View C)
Filter: Combined v| | [=| =2 | [ | SelectAl [ ( 1-20f2
Joseph Lancer DOB: 10/15/82
: 441 Chandler Street X
1 [ 1D: 0123456 Worcester, WA 01602 SEDDEENarE:
Where Used: PER
Joseph Lancer 25 Park Avenue DOB: g3125/58
2 | | ID: 0223344 Worcester MA 01604 Former Name:
Where Used: APP.EMPFIN,

colleague_43_admin_assts_chairs 4 R. Sibulkin and K. Laviolette
Worcester State University



Colleague User Interface 4.3 (UIWeb)
for Administrative Assistants and Chairs

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

3. Select a Person card by typing the number displayed to the left of the desired card name in the
Select box at the bottom of the window. In addition, multiple cards can be selected by clicking
inside the Select All box at the top of the window or white boxes to the left of each desired
Person’s ID #. Click Open at the bottom of the screen or Press <Enter> to display the selected
cards in the Context area at the top of the window.

Selected people cards open in the Context area. The Person card displayed in front is the “active”
card. Move between desired cards by clicking the Previous ( <) or Next (>) arrows.

e

A | Select #: [1| ] ( Open )

o Colleague uses a “drill-down” approach to access information in its database.

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

o |If necessary, use the Navigation tab to locate and open forms by double-clicking the form’s icon.
Use the Transcript Course Listing command to display a student’s individual transcript
on the screen.
Opening the Transcript Course Listing (TRCL) Form

1. Inthe Search area, click the round Person/Form button until a Form displays on the front of
the button.

2. Type TRCL in the Form Search box and Press <Enter> or click the Search button

Since a Person/Student card already is open, the Transcript Groupings LookUp dialog box displays.

=

Transcript Groupings LookUp
(D ]

OK ) ('Cancel ) (" Finish- ) (° “Help )

If the TRCL form does not display, the form can be accessed with its icon using a “drill down”
approach from the Navigation tab. If the form does display, continue to Number 3.

a. Click the Navigation tab to bring it in front of other tabs.

colleague_43_admin_assts_chairs 5 R. Sibulkin and K. Laviolette
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Colleague User Interface 4.3 (UIWeb)
for Administrative Assistants and Chairs

Opening the Transcript Course Listing (TRCL) Form (Continued)

b. If the ST Application is not active, select it from the Application drop-down menu.

Application: | ST -

| UT
CORE
CF

» Academic

v

|

| » Recruitme
| » Communic
|
|

v

' Campus c ST
| » Curriculunr| HR

v

v

c. Click Academic Records, followed by Transcripts — ATR to expand both areas and display
their contents.

S“SEARCH RESULTS5%

Application: | ST v

]
]

| v Academic Records - AC |
[ » Student Records - STR |
[ » Student Terms - STM

[ » Grading - GRD

[ » Academic Standing - ASD
[ » Graduation Process - SGR

[3) Student Registration by Date - SRBD
(o) Transcript Course Listing - TRCL

[3) Acad Credit GPA Totals - GPAT

[J) Alt Cum Acad Cred GPA Totals - ALTT
[3) Acad Cred Alt Cum Totals - ATRT

d. Double-click the TCRL- Transcript Course Listing icon to open the Transcript Course Listing
inquiry form.

colleague_43_admin_assts_chairs 6 R. Sibulkin and K. Laviolette
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Colleague User Interface 4.3 (UIWeb)
for Administrative Assistants and Chairs

Opening the Transcript Course Listing (TRCL) Form (Continued)

3. Inthe Transcript Groupings LookUp box, enter UD for an Undergraduate transcript or GD for a
Graduate listing.
Transcript Groupings LookUp
iy J
p—O(e—) (_ Cancel ) (_ Finish ) (_ Help )
4. Then, click OK.
If a Person card is not active, in the Student Lookup box, type at least the First Two letters of the
desired student’s Last Name followed by a comma, the First Two letters or more of the student’s
First Name, OR... the Student ID# for the transcript course listing you wish to obtain from Colleague
UlWeb. Then, click OK or Press <Enter>. A list of Person card(s) matching the typed criteria should
display. Locate the desired Person Card and type its number in the Select # box at the bottom of the
window. Then, click the Open button or Press <Enter>.
The Transcript Groupings LookUp box (See Above) should display.
Enter UD or GD as described above.
The TRCL- Transcript Course Listing for the active Person card displays.
File Options Help | Keep Context Open v | ( / Save ) ( «/ SaveAll ) ( X Cancel ) ( XX CancelAll ) (- [ | 1_3,
i TRCL - T}anscrfp{ Course Listing |
Transcript Groupings : Undergraduate Regular ‘
e R (X |~ SO T
L DE{ |PH-110 | o1 c | | 3.00| 3.00 300,  10FA
2 || |B} |cs-205 | |02 | (B 300 | 3.00| 300 |J0FA
To export the data into Excel (providing you have appropriate access permissions) click the green X
(Export all rows to a .cvs file).
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Colleague User Interface 4.3 (UIWeb)

for Administrative Assistants and Chairs

When a student’s advisor needs to be added or modified, the Student Advisor Listing form needs

to be used.

Modifying a Student Advisor Listing

1. Inthe Search area, click the round Person/Form button until a Form displays on the front of

the button.

2. Type STAD in the Form Search box and click the Search button or Press <Enter>.

The STAD form should display.

File Options Help ( / Save ) J/ SaveAll ) (X Cancel ) (XX CancelAll ) k= || (+)
|| STAD - Student Advisor Listing |
Advisor Type Start Dt End Date  Academic Program
1 |6c7esn Wurst K. 5o 09/07/05 0112009 |
2 =} |
3 e} l
4 =l \
_S_ = \
Cl &R |
7 Ee} |
8 &S |
: & ‘
10 Eo} (
11 & \
12 [Ee |
13 = {
14| = \
15 =2 w

a. Ifthe STAD form does not display, the form can be accessed from the Navigation tab using
a “drill down” approach. Click the Navigation tab to bring it in front of other tabs.

b. If the ST Application is not active, select it from the Application drop-down menu.

c. Expand Academic Records — AC followed by .Student Records — STR to expand and

display its contents.

Applicafion: ST -

[l
il
'~

[ v Academic Records - AC

| v student Records - STR

| » Student Remarks/Mi

ellaneous - SRM

[5) Student Profils - SPRO

E] Addnl Student Profile Info - ASPR
[3) Student Academic Level - STAL

[3) Student Academic Program - SACP
[3) Person Restrictions - PERC

E] Student Advisor Listing - STAD
[2) Student Course Section - SCRS

[ Student Academic Summary - SASM
[o) Student Locator - LOCR

D Student Schedule Print - SCHD

[ » Student Terms - STM

J

d. Double-click the Student Advisor Listing — STAD icon.

colleague_43_admin_assts_chairs
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Colleague User Interface 4.3 (UIWeb)
for Administrative Assistants and Chairs

Modifying a Student Advisor Listing (Continued)

3. Ifthe Person Card for a student is open and active (displayed in the Context area) or the student’s
ID # is typed into the Person LookUp box, the STAD form should open with information pertaining to
the specified student.

If a Person Card for a student whose advisor you wish to change is not open,
the Person Lookup Dialog box should display.

®

(suBmIT | | CANCEL FINISH

4. If the Person LookUp box displays, type the Student ID number or at least the first two letters of
the student’s last name, followed by a comma, a space, and at least the first two letters of the
student’s first name in the Person LookUp box. Then, click Submit.

If a student ID number was entered, the STAD form displays with information pertaining to the
specific student.

If part of a student’s name was entered, search results matching the typed criteria display.

[QTLancer,-Jo = .W A NAVIGATION s *I FAVQ

Person Search Results for: Joseph Lancer 2)
Filter: Combined v| | [=| == | [ selectAl | [ " 1-20f2
“Josaph’ DOB: 5 '
? I‘:;’_seph Lagce' 441 Chandler Street 2 1?\115’ 82_ |
L 1 012345 Worcester MA 01602 ormer Name:
Where Used: PER
Joseph Lancer =~ -25 Park Avenue DOB: 03/25/58 ’
2 || D 0223344 Worcester MA 01604 Former Name:
Where Used: APPEMPFIN.. .

5. Inthe Select # box at the bottom of the screen, type the number to the left of the
desired student’s ID number (i.e. for James Lancer, 1 would be typed) in the Select # box, click
Open or Press <Enter>.

The STAD form displays with the student’s current advisor (if one had been assigned).

colleague_43_admin_assts_chairs 9 R. Sibulkin and K. Laviolette
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Colleague User Interface 4.3 (UIWeb)
for Administrative Assistants and Chairs

Modifying a Student Advisor Listing (Continued)
The STAD form displays with the student’s advisor(s) listed.

Current advisors should have a Start Date, but no End Date.

File Options Help [/ Save ) ( A/ SaveAll ) ( X Cancel ) ( XX CancelAll ) (=) [ |

.

' STAD - Student Advisor Listing |

Advisor Type Start Dt End Date Academic Program

1 8c7890 Wurst, K. 09/07/05 2 [

2 =

6. When the STAD form displays, click the Detail button to the right of the Advisor you
wish to modify.

The FADT - Faculty Advisee Detail screen displays.

Educational Goals \1 ‘

Counselor/Type/Dt [ 1 1

=
Start Date 09/07/05
=y _£nd Date

End Date [01/12/@5 | Calendar

Type \ | v 1

7. If astudent is getting a new faculty advisor, click the End Date calendar icon to the right of the
current advisor’'s name and select the desired last day the faculty member will serve as the student’s
advisor. Then, click the Save button, followed by Update.

You will be returned to the STAD form.

8. Add a new faculty advisor by clicking the Detail button to the right of the first available row
number in the Advisor column. In the STAD graphic at the top of this page, the detail button to the
right of row 2 would be selected.

The Faculty Lookup dialog box displays.

9. Type the desired Faculty Advisor’s ID number or at least the first two letters of their last name,

followed by a comma, a space, and at least the first two letters of their first name in the Faculty

LookUp box. Then, click Submit.

If a Faculty ID was entered, the STAD form displays with information pertaining to the
specific student. The new advisor and start date should be listed, as well.

If part of the advisor’s name was entered, search results matching the criteria display.

10. In the Select # box at the bottom of the screen, type the number to the left of the
desired Faculty Advisor’s ID number in the Select # box, click Open or Press <Enter>.

The FADT - Faculty Advisee Detail screen displays with the current date listed as the starting date.

11. Make certain to Save and Update the changes.

colleague_43_admin_assts_chairs 10 R. Sibulkin and K. Laviolette
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Colleague User Interface 4.3 (UIWeb)
for Administrative Assistants and Chairs

Select Evaluate Student Program (Degree Audit) to obtain a report that evaluates a student’s progress
toward competition of academic requirements in their chosen minor or major or one of the fields of study
listed on the “What if | Changed My Program of Study” drop-down menu. Faculty members can obtain
degree audit reports using WebAdvisor.

Using the Evaluate Student Program — (EVAL) form

1.

colleague_43_admin_assts_chairs

In the Search area, click the round Person/Form button until a Form displays on the

front of the button.

Type EVAL in the Search box and click the Search button or Press <Enter>.

If a Person card is not active, the Person LookUp dialog displays.

Person LookUp: 0123456|

| SUBMIT ) ( CANCEL ) | FINISH |

@

Type the Person’s Name (At least two letters of the Last Name, Two letters of the First Name,
separated by a comma) or a Student ID# of the person whose program you wish to evaluate in the

Person LookUp box and click Submit or Press <Enter>.

Person Cards matching entered criteria display.

-

£ ) Lancer,Jo Search

Person Search Resulits for: Joseph Lancer

== NAVIGATION — =S # FAV(

(?)

Filter: Combined v | |=| == [ |_| Select Al [

1-20f2

L SR 441 Chandler Street

DOB: 10/15/82 °

1 [_] ID: 0123456 Worcester. MA 01602 Former Name:
Where Used: PER
Joseph Lancer =~ -25 Park Avenue DOB: (3/25/58
2 || ID- 0223344 Worcester MA 01604 Former Name:
Where Used: APP.EMPFIN... .

Select the desired Person card by clicking inside the white box to the left of the

desired ID #.0r... by or by typing the number to the left of the desired hame in the Select box at
the bottom of the window, (i.e. For James Lancer, 1 would be typed in the Select # box) and
clicking the Open at the bottom of the screen or Pressing <Enter>.

11
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Colleague User Interface 4.3 (UIWeb)
for Administrative Assistants and Chairs

Using the Evaluate Student Program — (EVAL) form

5. If the EVAL form did not display after entering a student’s name or ID #, the form can be accessed
using a “drill-down” approach from the Navigation tab.

a. .Click the Navigation tab to bring it to the front.

SSSEARCH RESULTS57% n

Application: | ST v | == |®

» Recruitment/Admissions Mgmt - AM

: » Communications Management - CC

| » Campus Organizations - CO

v

l
I
)
Curriculum Management - CU I
| v Degree Audit - DA )

| » Academic Programs - ACP
(5] Evaluate Student Program - EVAL

— e

b. If the ST (Student) is not active, select it from the Application menu.

Application: | 5T -

i
M
©

e

» Academic Records - AC
+ Recruitment/Admissions Mgmt - AM

» Communications Management - CC

r Cumiculum Management - CU

v Degree Audit - DA

[ » Academic Programs - ACP
(-] Evaluate Student Program - EVAL
(o) Student Academic Program - SACP

L = = P

[
[
[
[ » Campus Organizations - CO
[
I

e A e e e
x

c. Expand Degree Audit — DA and double-click the Evaluate Student Program — EVAL icon.

The Student Program for the requested student displays.

colleague_43_admin_assts_chairs 12 R. Sibulkin and K. Laviolette
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Colleague User Interface 4.3 (UIWeb)
for Administrative Assistants and Chairs

Using the Evaluate Student Program — (EVAL) form (Continued)

When the Evaluate Student Program form is selected, more than one program might be listed.

) EVAL: Evaluate Student Program ~ K Ses O - SEARCH RESULTS 55 NAVIGATION m
Search Results for: 0210051 (?)
Filter: STUDENT.PROGRAMS v| | |= [| selectal | ( ; 1-50f5
Academic Program: BS_CSC Status: A Start Date: 19/04/06 Ant Cmpl: 05/01/09 |
bt Title: BS in Computer Science End Date: Term: 10/FA ‘
Academic Program: BX_UND Status: W Start Date: 09/03/09 Ant Cmpl: .
2 Title: Non-Matriculated Student End Date: 09/30/09 Term: 10/FA ’

6. Type the number to the left of the Academic Program with the Status of A (Active) in the Select
box at the bottom of the form. Then, click Open or Press <Enter>.

A screen similar to the one below displays.

Program : BS in Computer Science

85_C5C Catalog : 2008

Include Code/Cutoff Datelﬁ v J

Format IZ Double-column Report -

Related Courses Policy [N Not Displayed v |

Always Show Extra Courses |No

Ignored Statuses [ 1

2

LSaall

NOTE: Please do not change the default settings. They have been selected and tested
by WSU programming personnel to produce desired results. If form settings get changed,
accuracy cannot be guaranteed.

Using the Double-column report saves paper. If a single column report is necessary,
that is the only setting that can be changed.
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Colleague User Interface 4.3 (UIWeb)
for Administrative Assistants and Chairs

Using the Evaluate Student Program — (EVAL) form (Continued)
7. Click the Save button followed by Update.
An alert indicates the report is evaluating and formatting.

When finished, the Report Browser opens and displays a Degree Audit Report.

Report Browser @®

s > > | (4 saveAs ) (B ExportPDF ) ( (34 PrintRemote )

08/24/11 Worcester State Lnives

rsity Page 1
Academic Evaluation - ForJoseph Lancer (DD 01234567)

Program: BS in Computer Science (BS_CSC)
Catalog: 2008 Ant Completion Date: 05/03 E-Mail Address: jancer@worcesteredy -

1 > HI/P0-215 U.S. Constitutional History II, PO-102

1 > : U.S. and Mass., PO-210 Zmerican Gov't
This document is for advising purposes only. If you have any 1 HI-112 US History II..... syse - 3
questions, please contact the Registrar's Office.

IT) 2: Distribution Requirements
Advisor (s) : 1

Complete all S subrequirements:
C) A: Humanities

Program Status: In Progress > Take 12 credits in EN, SP, FR, 2B, HI, PH or C,
Current.vo..ooos Znticipated(*)....... 1 > excluding CM-150, CM-151, CM-160, CM-231, CM-241,

Required Earmed Remaining Additional Remaining > CM-244, CM-247, QU-250, CM-259, CM-260, CM-360, CM-366,

INSTITUTIONAL > CM-374, (M-336. A student may apply no more than €
Credivs:  30.00 110.00 0.00 13.00 0.00 > credits in a given discipline  (including foreign
GPA....:  2.000  2.378%% Met* > language) toward this requirement.

COMBINED > Complete four of the following:
Credivs: 120.00 122.00 0.00 13.00 0.00
GPA....:  2.000  2.378%% Mett €) COMMUNICATION COURSE

CM-100 Intro to Mass Comm 02/SP A

(¥ letion of and tered courses C) ENGLISH COURSE

)
(**) GPA does not include credits with pending repeats EN-252 Technical Writing. 06/SP  A-

€) HISTORY COURSE
Statuses: W=dlaived, C=Complete, I=In progress, N=lot started HI-111 US History I...... s7/FA B
letion of unfinished activity €) EISTORY COURSE

HI-103 World Civilization 01/FA  B-

®w w © o

1
1
1
1
1
1
1
1
1
1
1
1
1
C) 1: Foundation Requirements 1
I ©) B: Beh & Soc Science
Complete all 4 subrequirements: 1 > Take 12 credits in GE, EC, ED, PO, PS, SO, or UR.
1
1
1
1
1
I
1
1
1
1
1
1
1

C) A: English Comp I > A student may apply no more than € credits in a given
> Take EN-101 English Comp I. Successful completion of an > ine towards this

> Honors section of EN-250 Creative Thinking & Creative
> Writing satisifies the writing requirement.

PS-110 General Psychology S6/FA B
EC-110 Introduction to Mi SE/FA  C:
PS-111 General Psychology 02/FA  C
PO-101 Principles of Poli 02/FA  B-

wo oo

C) ENGLISH COMP I
EN-101 English Compositioc 97/FA  C 3
I) C: Nat Science & Math
> Take 4 courses (minimum of 13 credits), at least one of
> which must be a science laboratory course selected from

C) B: English Comp IT
> Take EN-10Z English Comp II. Successful completion of an
> Honors section of EN-250 Creative Thinking & Creative
> Writing satisfies the writing requirement.

> BI, CH, GS, MA, NS, PY. A maximum of 7 credits may come
> from the same subject area.

Use print remote and make certain to set the printer to your department’s
Colleague printer default when they get to the printer definition screen

If you are not certain what the name of your Colleague UIWeb printer is, contact the Helpdesk by

phone (508 929-8856) or by our online Helpdesk Support Request Form.

8. When finished viewing and/or printing the Evaluation Report, click the Exit Browser (X) icon in the

upper right-hand corner of the Report Browser window.

You will return to the Person LookUp dialog box.

9. If you are finished using the EVAL form, click the Finish button to close the form and return to the

main Colleague Ul window.
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Colleague User Interface 4.3 (UIWeb)
for Administrative Assistants and Chairs

e Faculty members can view rosters in their Blackboard course shells or by using WebAdvisor. On
occasion, when a roster needs to be viewed or printed by an Administrator or other authorized person
who is not a member of our faculty, Colleague Ul can be used.

o Alist of currently enrolled students displays when either the RSTR or SROS forms are used.

If the Add/Drop period is not over, rosters will reflect enroliments for the date the roster is viewed or
printed. Final rosters can be obtained after the last day of Add/Drop.

RSTR Academic Roster Inquiry — Provides a list of students to the screen.
SROS Creates a roster that is designed to be printed

e In order to conserve paper, please try to print only when necessary.

Using RSTR (Academic Roster Inquiry) to View a Roster

1. Inthe Search area, click the round Person/Form button until a Form displays on the
front of the button.

2. Type RSTR in the Search box and click the Search button or Press <Enter>.

The Course Section LookUp dialog box displays.

[ =

Course Section LookUp
[BA230 E1 |

( OK ) ( Cancel ) ( Fnish ) ( Help )
-

The Course Section LookUp prompt displays

a. Ifthe RSTR - Course Section LookUp box for the Academic Roster Inquiry doesn’t display, click
the Navigation tab.

b. Make certain the ST (Student) Application is active. Then, expand the Registration - RG
Menu, and double-click the RSTR Academic Roster Inquiry icon.
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Colleague User Interface 4.3 (UIWeb)
for Administrative Assistants and Chairs

Using RSTR (Academic Roster Inquiry) to View a Roster (Continued)

3. Type the desired Course Section in the Course Section LookUp box (e.g. BA 230 E1) and click OK
or Press <Enter>.

The Academic Roster displays a list of enrolled students.

File Options Help ( v/ Save ) ( &/ SaveAll ) ( X Cancel ) ( XX CancelAll ) (- .| (+)
| RSTR - Academic Roster Inquiry |
Course : BA 230 Section : E. Status : Active
Title : Managerial Accounting Synonym : 0001CT Status Date : 09/05/11 -
Course Term Pass/ :
Student Status Status Audit Repeat| 14 4| E] Page (1[of1|» M
PR 01234557 Student 1__ I =- T 3.00
2 | 182345675 Student2 . - B A T 3.00
3 | 03456788 Student3 - & (N T 3.00
4 ||:0456789 Student 4. .- oLl T 3.00
5 ||°0567891 Student 5- Eo ] T 3.00
6 || 0678902 Students - Eol] T 3.00
7 e
8 £l
= |

4. When viewing is completed, click Cancel All if you do not wish to view another roster, or the Cancel
button to close the displayed roster and view another roster.

An alert displays asking if you wish to Cancel or Return to editing.

Cancel record or Return to editing

(_ Cancel ) (_ Return )

5. Click Cancel again to close the “Cancel or Return to editing” prompt.

The Course Section LookUp prompt displays and another course section ID can be entered.

>

Course Section LookUp
[BA 230 E1 |

OK Cancel ) Finish ) Help

- =

6. Enter another Course Section ID to view another course roster, or click Finish to close the RSTR
form and return to the main UIWeb 4.3 screen.
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Colleague User Interface 4.3 (UIWeb)
for Administrative Assistants and Chairs

Using SROS (Section Roster) to Print a Roster

¢ When Using the SROS - Section Roster screen, it is a good idea to use the Scroll buttons to
check that only semesters and faculty for whom you wish to print rosters are listed.

1. Inthe Search area, click the round Person/Form button until a Form displays on the
front of the button.

2. Type SROS in the Search box, and Press <Enter>.

The Section Roster form displays with criteria requested the last time
the form was used.

View a graphic on the next page.
a. Ifthe SROS form does not display, click the Navigation tab. Otherwise, continue to number 3.
b. Make certain the ST (Student) Application is active. Then, expand

Curriculum Management — CU, followed by Sections — CSS. Then, double-click the
SROS Section Roster icon.

JULTS™  NAVIGATION _3_; FAVORITES

Application: ST -

Il
|
(~

* Academic Records - AC
*+ Recruitment/Admissions Mamdt - AM

* Campus Organizations - CO

( )
( )
[ * Communications Management - CC ]
( )
( |

¥ Curiculum Management - CU

[ * Academic Programs - ACP

[ * Courses - COU

[ v sections- css

[ » Section Details - SED

[5) Sections - SECT

[5) Section Summary - SSUM

[5) Section Cross-List - SXRF

[ Section Inquiry - SINQ

[e) Section Roster Inquiry - SRSI
[ Section Meeting Inquiry - SMIN
/2] Section Roster - SROS
[2)_Section Availability Report- CSAR
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Colleague User Interface 4.3 (UIWeb)
for Administrative Assistants and Chairs

In order to print desired section rosters using the SROS form, it is necessary to enter the term and

name of the faculty member teaching the desired course. In order to narrow down a search,

additional information also can be entered.

Using SROS (Section Roster) to Print a Roster
3. Type SROS in the Search box, and Press <Enter>.

The Section Roster form displays.

File Options Help ( v/ Save ) ( W/ SaveAll X Cancel

A

) | XX Cancel All ) (=)

A

Ll ) ®00

| SROS - Section Roster |
Soc. Sec. or m
Double-space Iﬂo 7_‘

Separate Cross-List | Yes |

Print Cross-List Ref

—
Print Dropped/Withdrawn | No

-—
Print Special Needs | Yes

-
Print Waitlisted No J

Print Phone Types | 1 |

Saved List Name

Begin

Section Date
Terms| 1 ||05/SP Spring Semester 2005
Faculty Members 1 0124568 Lancer, Joseph
Subjects | 1
Courses 1

Sections 1

Locations | 1

. 1
Additional Selection Criteria No

To check each row for additional
entries in the row, click inside the
desired row and use the Up/Down
(arrow) keygoard keys to scroll
through any additional entries.

Click the row number to the left of
an unwanted row to get the option
to Insert or Delete the selected
row.

If a date already appears beside Terms click inside the term row and press the Up/Down arrow

2, 3) that might exist from someone’s previous

If additional rows exist, window operation buttons (e.g. 1, 2, 3) change to reflect the current row

4.
keyboard keys to view any additional rows (e. g. 1,
use of the form.
number.

5.

If it is necessary to delete an undesired row (e. g. previous term, faculty member’s name)

from the lower portion of the screen in order not to print the corresponding information.

a. Click in the Row (1, 2, 3) you wish to delete and click the row number on the left-hand side.

The “Select Window Operation to Perform” alert displays.

[

Alert

Select Window Operation to Perform

| Insert H Delete Cancel

b. Click Delete to remove the selected row or Insert if you wish to insert a new row.
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Colleague User Interface 4.3 (UIWeb)
for Administrative Assistants and Chairs

Rosters — SROS Section Roster (Continued)
6. Delete any additional rows of previously requested data that do not match your criteria.
7. Click inside the empty Terms field.

8. Type the Term for the roster you wish to print in the YY/MM format (e.g. 11/FA) and
Press <Enter>.

The next row number displays. Use the Up/Down keyboard keys to move to different rows,
when necessary.

9. Enter additional Terms in subsequent rows (e.g. 2, 3), if desired.

10. Click in the Courses box and type the Course Number for the roster you wish to print.
Then, Press <Enter>.

—
& ("saveart ) (CcanceL ) ((canceL AL ) ((peLeTe )
“SROS-Section Roster |

Saved List Name
Begin End
Section Date % @

Terms | 1 ';OQIFA Fall Semester 2009
Faculty Members | 1 |

Subjects | 1
Courses | 1

|

Sections | 1

Locations | 1 |

Additional Selection Criteria No

A lookup screen might display all course sections matching criteria entered into the form.

If a lookup screen displays, locate the desired course or other requested information on the screen
that displays, type the number (e.g. 1, 2, 3...) located to the left of the requested data
in the Seq Number, (F)lag/ (S)ort box at the bottom of the screen, and Press < Enter>.

11. Use the same process to add Faculty Members, Sections, or other information, if desired, to narrow
the search.
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Colleague User Interface 4.3 (UIWeb)
for Administrative Assistants and Chairs

Rosters — SROS Section Roster (Continued)

12. When all desired criteria has been typed in the SROS — Section Roster form, click the Save button.

gl ——— i

Update record, Cancel record or Return to editing

\' Cancel ‘ ' Return i

The Update, Cancel, Return alert displays.
13. Click Update to proceed to the SROS sort screen.
14. Click Save followed by Update to proceed to the SROS Print screen.

A graphic similar to the one below displays.

File Options Help ( / Save ) ( W/ SaveAll ) (X Cancel ) (XX CancelAll ) ) | | (+) ®6 0
| SROS - Section Roster |
Peripheral : SETPTR.” 1,054,221 Description : Section Roster
Process : SROS Description : Section Roster
Output Device P Printer Spooler El

Printer [TYPE YOUR UNIX PRINTER NAME HERE] ]

Form Name REGL
Banner
secur [ I
Copies 1
Defer Time
Other Options
1 | NOEJECT

2 ||NFMT

B E m

3
Page Width | 132
Page Length &6
Top Margin 0
Bottom Margin 0

Max Pages per PDF

15. Beside Printer, type the name of the UNIX printer (designated area printer to be used for
Colleague/UIWeb reports) where you want the roster to print.

Keep in mind that there are two printer names assigned to each UNIX printer. One is used to print in
an 8 ¥ “by 11” or “portrait” format and the other prints in the 11” by 8 1/2” or “landscape” format. An
“L” at the end of a UNIX printer name signifies landscape printing.

Contact the Information Technologies Helpdesk (508 929-8856, Extension 8856, or use the
Helpdesk Support Form) if you need to know the UNIX printer(s) in your area.

16. Click Save followed by Update.
An SROS Job Description screen displays.

View a graphic on the next page.
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Rosters — SROS Section Roster (Continued)

Colleague User Interface 4.3 (UIWeb)
for Administrative Assistants and Chairs

File Options Help

( / Save ) ( A/ SaveAll ) ( X Cancel ) ( XX CancelAll )

¥ B © © 0

|| SROS - Section Roster |

Job Description :

Job Statistics ID : SROS_RSIBULK_44066_15850

Execute in Background mode? [

Background Execution Type |

Schedule Process to Run Next on |
Schedule Process to Run Every/From |
Schedule Process on Weekdays only |
Schedule Process to Start After |

Stop Automatically Scheduling Process on |

after |

17. Click Save followed by Update to proceed.

A screen similar to the one below displays.

Started
Current

Total Elapsed
Est. Completion
Ended

Processed

14:48:35 Feb 26 2010
14:48:35

00:00:00
14:48:35 Feb 26 2010
14:48:35 Feb 26 2010

6 of &

[

[:I Close automatically when complete

6 records selected to list 0.
6 key(s) saved to 1 record(s).
6 records retrieved to list 0.

Click FINISH to complete...

18. Click Finish to continue processing the print request and send the job to the designated UNIX printer.
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Colleague User Interface 4.3 (UIWeb)
for Administrative Assistants and Chairs

In order for students to be able to register using their name and password, their eligibility needs
to be activated.

Using Student Miscellaneous (STMC) to Set a Student’s Registration Eligibility

1. Inthe Search area, click the round Person/Form button until a Form displays on the
front of the button.

2. Type STMC in the Search box, and Press <Enter>.

If a Person card is not active, the Person LookUp dialog displays.
Person LookUp
[ ]
OK ) (_ Cancel ) (_ Finish ) ( Help )

3. Enter the Student ID number or two or more letters of the last name, a comma, a space, and
two letter of the student’s first name for the student whose registration eligibility you wish to
activate. Then, click OK.

The Student Miscellaneous form displays.

a. Ifthe STMC form does not display, click the Navigation tab. Otherwise, continue to number
4 in this instruction guide.

b. Make certain the ST (Student) Application is active. Then, expand
Academic Records — AC, followed by Student Records — STR, and Student
Remarks/Miscellaneous — SRM. Then, double-click the Student Miscellaneous —STMC icon.

4. Inthe Misc 6 (First row “1”) box, type Y to activate registration eligibility. Then, click the Save button,

followed by Update.
:gj (“saveaLL ) (cancer ) ((canceL aLL) ( peLeTe )
STMC-Student Miscellaneous |
misc1 [1]| |~ Misce [1 [y |~
2 > 2] -]
You will be returned to the Person LookUp dialog box. Continue entering student ID numbers for all
students whose registration eligibility you wish to activate.

5. Click the Finish button when you want to close the form and return to the main Colleague UlWeb 4.3
window.

colleague_43_admin_assts_chairs 22 R. Sibulkin and K. Laviolette

Worcester State University



Colleague User Interface 4.3 (UIWeb)
for Administrative Assistants and Chairs

IMPORTANT NOTE REGARDING FERPA GUIDELINES:

Only designated agents of Worcester State University (i.e. department faculty members,
chairs, administrative assistants) are authorized to obtain a student’s schedule or location in
order to perform their official WSU duties.

ANYONE ELSE REQUESTING A STUDENT SCHEDULE OR LOCATION
MUST BE SENT TO OUR WORCESTER STATE UNIVERSITY POLICE DEPARTMENT
(508 929-8911 or 508 929-8044 for emergencies, Wasylean Hall, Room 102-D).

¢ Obtain a student’s schedule using the Student Schedule Inquiry command.
Using Student Schedule (STSC) to Obtain a Student’s Class Schedule

1. Inthe Search area, click the round Person/Form button until a Form displays on the
front of the button.

2. Type STSC in the Search box, and click Search button or Press <Enter>.

If a Person card is not active, the Student LookUp dialog displays.

Student LookUp

[

N OK ) L Cancel ) L Finish ) L Help )

-

3. Enter the Student ID number or at least two letters of the last name, a comma, a space, and at
least two letters of the first name for the student whose schedule you wish to view. Then, click OK.

The Term LookUp dialog box displays.

Term LookUp

[11/FA

OK (_ Cancel ) (_ Einish ) ( Help

4. Type the term for the schedule you wish to view in a two digit year, followed by a forward slash (/),
and a two digit term format (i.e. 11/FA or 11/SP). Then, click OK.

The student’s schedule for the specified semester displays.
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Colleague User Interface 4.3 (UIWeb)
for Administrative Assistants and Chairs

Using Student Schedule (STSC) to Obtain a Student’s Class Schedule

5. Click the Cancel button when finished viewing the current schedule, followed by Cancel when the
“Cancel record or Return to editing” Alert displays. Click Cancel All to close the form.

If “Person cards” were used, select the Next button to proceed to the next student’s schedule if
more than one Person card was opened.

Logout of Colleague

1. If you are finished using UIWeb 4.3, make certain to Logout by clicking the Logout button on the far
right-hand side of the window.

0 Em

2. Close the browser window.
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