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1 SIS Navigation Basics Introduction 
Welcome to SIS – the new Student Information System! This course covers basic concepts, 
terminology, and navigation techniques for SIS applications using a browser-based interface to 
view and update data. You may already be familiar with some of the information in this user guide 
since in some cases it is about accessing web pages in general. 
 

1.1 Objectives 
After completing this training, you will know how to: 
 

• Sign into SIS through the MyPack web portal  
• Use the navigation header, main menu, navigation folders, and page links 
• Execute a search 
• Move between pages using folder tabs and hyperlinks 
• Use page elements 
• Move from field to field 
• Use toolbar buttons 
• Use update pages for entering data 
• Use scroll areas 
• Insert rows of data 
• Open a new window 
• Set your favorites in the MyLinks dropdown menu 
• Resolving Cashe issues 
• Understand SIS terminology 

1.2 Reminder 

The screen shots in this document are only examples of what you will see on your workstation 
when using SIS. What you actually see may vary due to your access or slight modifications to 
screen design. 
 
1.3 Terminology 
 
New terms are defined within each section, additionally in the SIS Glossary located online at 
http://www.fis.ncsu.edu/sis/training/resources.htm  

 

2 Internet Architecture 
 
The Student Information System makes use of Internet technology to bring you applications. 
Since there is no special software actually installed on your computer, you can conveniently and 
securely sign on to the Student Information System from any computer that is connected to the 
Internet by using a web browser. 
 
The Student Information System is made up of a navigational structure that uses menus, 
submenus, hyperlinks, and web pages. If you’ve ever browsed the Internet, you’ll find Student 
Information System Internet architecture is a simple, intuitive way of working with the database. 
 
The Student Information System works with the following web browser/operating systems: 
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3 Troubleshooting Page Display Problems 

3.1 Clearing the Cache 
 
A cache is a temporary storage area for frequently-accessed or recently-accessed data. Your 
computer stores information to make it faster for the computer to recall websites that you have 
visited. The problem with this is, when there are new pages or changes to a site your computer 
may go to the cache first to recall the page. So, you might be looking at the page from your cache 
that has since been updated. By clearing the browser cache you see the most recent documents 
presented on that site. 
 
Open your web browser. 
 
Click on Tools. 
 
Click on Internet Options. 
 

 
 
On the General tab under Temporary Internet file, click Delete files. 
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Click OK to close the dialog box. 
 
Click Refresh on the toolbar to reload the page. 

 
4 Signing into MyPack Portal and the Student 
Information System  

4.1.1 MyPack Portal Login Screen 
Signing in to the Student Information System is just like accessing a secure page on any website. 
You will launch the Student Information System via MyPack Portal. This portal allows you to 
access a wide range of online services. For example, you can use MyPack to access e-mail and 
calendars, view reports, purchase a parking sticker and launch the Student Information System or 
other NC State applications.  
 
You must have a valid Unity ID and Password to access the Student Information System. 

4.1.2 Navigation 
 
http://mypack.ncsu.edu  
 
You may also type mypack.ncsu.edu in the address bar.  Additionally, there is a link to MyPack 
on the new NC State homepage. 
 
Open a web browser such as Internet Explorer. 
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Type in the URL for MyPack Portal: http://mypack.ncsu.edu  
 

 

 
When the sign in page displays, enter your Unity ID, press tab, and enter your password. 
 
Note: 
Notice that for security purposes, when you type the password, it will be shown with black dots 
instead of the actual characters.  
 
Remember that the password is case sensitive. 
 

Click    or press Enter.  
 
Note: 
You will be authenticated by your unity ID and password. If the sign in information you entered is 
valid, the system will display the portal homepage based on your security access. 
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Note: 
The SIS application is accessed through a secure website that strictly limits access to authorized 
users to protect the data in the system from unauthorized viewing and use.  You can verify that it 
is “secure” because the URL starts with https instead of http and there will be a lock  displayed 
at the bottom of the web page. 
 
Note: 
The SIS application provides security based upon the concept of "roles."  You will be assigned to 
a specific security role or roles in SIS and granted access based upon the tasks that you perform.  
  
 
Terminology 
 

Security Role: A profile of the functions and responsibilities of typical end-users, and it 
determines which menus and pages you will see when you launch SIS. 

Examples: Director, Student Service Rep, Student 
 
5 Navigation 

5.1 Using the Universal Navigation Header 
 

5.1.1 MyPack Home Screen 
The MyPack Home is the initial entry point into the portal. The page displays basic portal user 
tools and tips. The Universal Navigation Header can be found across the top of the page. The 
header will contiue to appear at the top of the page even after you have navigated away from the 
MyPack homepage. 
 

 
 
 

5.1.2 MyPack Home Link 

When you click , no matter where you are in the application, you will return to the 
MyPack homepage.  
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5.1.3 Sign Out Link 
To exit (quit) SIS or the portal in general, follow the steps below: 
 
If you are performing a transaction, complete the task and save your data. 
 

On the Navigation Header at the top of the page click  to sign out of the 
application.  Once you’ve signed out, no one can access the site from your computer 
without logging in themselves. 
 
Note: 
Do NOT close your browser to exit from the system; always use the link noted above. For security 
purposes it is important that you use the sign out link when you are finished with your SIS session 
instead of simply closing the browser window.  Whenever you access a secure site, it is 
recommended that you sign out to prevent another user from accessing the site through your 
browser window. 
 

5.2 Using the Main Menu 

5.2.1 MyPack Home Screen 
The homepage contains the Main Menu, which consists of a hierarchy of folders. Expanding and 
collapsing these folders is the primary means of getting around the portal and Student Information 
System. 
 
Terminology 

Main Menu: A general list of the areas you can access in the portal and in turn the SIS 
application. 

 
The main menu should something look like this: 
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Note: 
Your main menu will contain only the menu items you have been granted security to access, so it 
may have more, fewer, or different items on it than the one in the screen shot. 
 
Click on a right-facing arrow  to expand any menu entry. 
 
Note: 
From this point you can expand any folder to access additional folders that open transaction 
pages. 
 
The main menu will look something like this after it has been expanded: 
 

 
 
Note: 
A dash before a listing indicates that it is a direct link to pages where transactions are performed 
or inquiries are made and that the menu item is expanded as far as it goes. These direct links 
represent a specific transaction or view of data already entered. 
 

5.3 Minimizing and Expanding the Main Menu 
 

5.3.1 MyPack Portal Homepage Screen 
When you first sign in, the main menu looks like the one pictured here, with more or fewer menu 
items depending on your individual security. 
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5.3.2 Hide/ Unhide Main Menu 
 
Select   to hide the main menu. 
 
 
Select    to expand (reopen) your main menu. 
 
Note: 
When you minimize the main menu before selecting an item, you will be able to maximize it at 
any time by clicking  which will display in the upper left hand corner whenever the 
menu is minimized. 
 
Terminology 

Minimize: Hide (close) the main menu to free up space on your SIS page. 
 
Maximize: Open the main menu on your SIS page. 

 

5.4 Student Information System Homepage 

5.4.1 Navigation 
To access the SIS homepage, click the Student Information System menu item in the Main Menu 
on the left hand side of the screen. 
 

5.4.2 Task Locations 
The SIS menu item is where you will chose items to perform your daily student related tasks. The 
menu will include records, enrollment, campus community, student financials, financial aid, etc. 
based on your role and its associated security level. 
 
Note: 
Access to both Faculty and Administrative Services will be from the SIS menu in the portal. 
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5.5 Using the Navigation Folders and Page Links 
 

5.5.1 Overview 
The main menu, the navigation folders, subfolders, and page links are the tools you’ll use to 
navigate to where you’ll do your work. 
 
If the main menu is used for navigation, you may view submenus by clicking on the actual word. 
When the word is selected, the submenus display in the left menu bar and the folders for that 
menu also display on the right side of the window, with the page links in each folder also 
displayed. 
 

 
Terminology 

Menu: A list of options from which you can choose. You can choose an item from the 
menu by simply pointing to the item with a mouse and clicking one of the mouse buttons. 
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Folders: Serve as an alternative to the main menu and provides access to the pages 
needed to complete your transactions. 
 
Subfolders: A folder inside another folder that is displayed in the left menu bar and on 
the right side of the window. 
 
Submenu: Used to describe a menu that is contained within another menu. 
 
Page Links: Displayed as hyperlinks, meaning that you can click the highlighted word to 
open the selected page. Page links are in the menu (left side), in folders (right side) or in 
“breadcrumbs” (top left).  
 
Breadcrumbs: Designated by an angled (>) brace and allow you to retrace your steps 
(by selecting any previous “link” to navigate directly back to that level).  

 
Note: 

Selecting  will take you to a content page. 
 
When you see a dash in front of a menu item it is an indication that there are no submenus or 
subfolders available beneath the item. To access items preceded by a dash, click on the word 
(hyperlink). 
 

 
 
Select a main folder (ex. Student Information Systems) 
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Select a subfolder (ex. Campus Community) 

 
 
Select  a subfolder (ex. Personal Information Student) 

 
 
 
Select a subfolder (ex. Biographical Student) 

 
 
Select a direct page link (ex. Names) and you will be directed to the Names page. 
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6 Conducting a Search 

6.1 Introduction 
This chapter describes how to execute a search.  When you open a task (using a hyperlink or 
page link), either an entry page will display or a search page will appear prompting you for search 
keys needed to locate a record. 
 

6.1.1 Find An Existing Value tab 
A search page will include a “Find an Existing Value” tab and will look similar to this:  

 
  
Search pages contain Search Keys, Operators, and Search Fields. 
 
Terminology 
Search keys: Key data elements that may be used when a search is conducted. For most 
searches in SIS, EmpID is a search key and in many cases, it must be used when conducting a 
search. 
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Operators:  Conditions that can be changed which allow a search to be done with limited or 
partial information. A common operator is equal to (=). When this is used, the search results will 
return records that are exactly the same as the entered data. For example, if Last Name = 
JOHNS, all search results will have a last name of JOHNS. On the other hand is operator for last 
name is set to “begins with” and you enter JOHNS in the search field, all people with the last 
name JOHNS and JOHNSON will be returned in the results list 
 
Search fields: Fields for entering data to be used in the search process. In the search process, 
all fields do not need to be used. A search may be successful using only one search field. 
 

6.1.2 Search 
To find a record, or many records, search criteria must be entered. 
 

 
 
Note: 
You will not need to enter data in all of the search fields. If you have a unique identifier for a 
record, such as EmplID, your search will be easily completed. 
 

Click  to process the search. 
 
If you wish to refresh the page (without saving), so you can enter new or different criteria, click 

. 

6.2 Operators 
A down arrow next to an operator indicates the availability of a drop-down list. There are various 
search options available that allow for enhanced search capabilities. 
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Note: 
If you know that the student’s last name is Mouse, “=” would be used with the exact and full last 
name to find that student: 
 

 

 
If only the first few characters of the last name were known, MOU could be entered in the field 
and the search option of “begins with” could be utilized:  
 

 

 
The wildcard (%) could be used with “=” to find all records that begin with MOU: 
 

 
 
The wildcard (%) can be used for either numerical or alphabetical characters. As a “wildcard” it 
instructs the application to search for the known values and stands in place of unknown values. 
The wildcard could be used in the following ways to search for the data MOUSE: 
 
= %USE 
= MOU% 
= %MOU% 
 
Numbered items, like ID, require preceding zeros when searching by exact number. 

6.3 Using Look Up 

A magnifying glass  next to a field indicates that a look up option is available for the field. 
When the magnifying glass is clicked, the look up page opens and the needed data may be 
selected.  
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Use the Look up tool on the Term Alternate Key search field. 
 

6.3.1 Search Results Page 
The Look Up page Search Results list provides hyperlinks to the valid values resulting from your 
search. Click a hyperlink for the value you wish to select. Clicking one of these hyperlinks takes 
you back to the page where you were conducting a search with that particular value automatically 
entered into the field you were searching on. 
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6.4 Saving Search Criteria 
 
If you will be conducting the same search multiple times, you may wish to use the Save Search 
Criteria feature. 
 

6.4.1 Perform Search 
To use the Save Search Criteria feature, complete a search.  
 
On a search page, enter search information that you will use multiple times, such as term. 
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6.4.2 Saving the Search 
Click Save Search Criteria.  
 

6.4.3 Name Search 
Enter a name for the search. 
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6.4.4 Save 
Click Save. 
 

6.4.5 Return to Search page 

Click . 
 

6.4.6 Using a Saved Search 
After the search is saved, the Use Saved Search option becomes available on the search page. 
Use this dropdown menu to locate a previously saved search and use it again. The search is 
automatically completed. 
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6.4.7 Deleting a Saved Search 
If you decide you no longer want to use the search criteria, click the Delete Saved Search link, 
which allows you to delete a search you have named and saved.  
 

6.5 Viewing Search Results 
 
The Search Results will be displayed in the Find An Existing Value tab. 
 

After you press , you will see  flashing in the upper right corner of your SIS 
window as your search is being executed. 
 

6.5.1 Results 
The Search Results list will display at the bottom of the page. 
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Note: 
If your search generates a list with many columns you may need to use the scroll bar to the right 
of the window to view the entire list.  
 
Note: 
The Search Results will only display 300 results. If the search page shows the sentence, “Only 
the first 300 results can be displayed”, then you may want to enter more search criteria to 
further narrow the search results. Searches with few criteria may take a long time to complete. 
The more criteria you enter into the search, the faster results will be returned. 
 

7 Navigating through Pages to View Information 
 
When a hyperlink is selected from the main menu, the pages within the selected activity are 
always related to each other and usually, represent data that is part of a transaction. 
 

7.1 Using Folder Tabs 

Once you have entered your search criteria, clicked  , located and selected the record 
you need to view, this is an example of what you’ll see: 

 
 
Click on the folder tabs at the top of the page to navigate between pages. 
 

 

7.2 Using Hyperlinks 
 
Click on the hyperlinks at the bottom of the page to navigate between pages. 
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Note: 
The folder tabs across the top of the page are identical to the hyperlinks at the bottom of the 
page. Both tabs and hyperlinks are available, to give you more flexibility. You may use either the 
tab or the hyperlink to get to the next page. 
 

7.3 Understanding and Using Scroll Areas 
Instead of a traditional scroll bar, Scroll Areas use buttons and links on the blue Navigation bar to 
scroll through the various rows of data. You can view all the rows of data, view the first or last row 
of data, scroll through each row of data and on some pages perform simple searches to find a 
specific string of data. Just click on the link or button to perform the desired function. 
 
The  and  buttons are provided on a page to help you scroll through data in a record. 
 

 
  
Scroll Area:  
Allows you to add, edit and view multiple rows of data for a group of fields on a page. 
 
Note: 
The Navigation bar includes a numbering system for the rows.  
 
In the example, the header reads 1-3 of 32. That means the Scroll Area contains thirty-two rows 
of data, is set up to view only three rows at a time. Click  or  to view the next or previous row 
of data. Normally rows of data are effective dated and allow a means of viewing a history about 
the student’s activity in a certain context. 
 
 

 

 
Inner Scroll Bar 

Outer Scroll Bar

 
 
Find:  
Prompts you to enter the string of data you want to find. The Find function limits the search to the 
data within the Scroll Area only. When it finds the first occurrence of your search string, it opens 
that row of data in the Scroll Area 
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View All:  
Allow you to see all the rows of data (history) on a page. 
 

 
 
 

8 A Closer Look At Pages 
 

8.1 Page Elements 
 
Typical field types you can see on a page may include: 
 
Checkbox (dotted) – Use the TAB key to move the cursor to the checkbox, or you can click 
directly on the checkbox. Click once on the checkbox to select it or to clear it. You can also press 
the Spacebar to select or clear the checkbox. 
 
Drop-down list (solid) – Click on the arrow to expand the box so it shows you a list of valid 
values. To select a single item from the list, click the arrows until your choice is visible and then 
click the item itself. 
 
Edit Box – Type data into the field. 
 
Edit Box with Look-up button (dashed) – Click the look-up button to open a Look Up page and 
search the database tables for the value you need. 
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Calendar – Click the calendar button to pop-up a small calendar on the page. Press the ESC key 
to cancel and close the calendar. 
 

   
 

 
 
Radio Button – Radio buttons are usually grouped together in a group box, so you can see all 
the options available to you. Only one radio button in a group can be selected at one time. To 
select a radio button, click in the desired circle or button. 
 

 

8.2 Navigate Through a Record 
 
Once you enter data or select a value for a field, tab out of the field. This allows the system to 
properly process the data that you entered. 
 
To backup and return to previous fields, use the SHIFT+TAB keys. 
 
Terminology 

Required Fields: You must enter data into a required field to continue on to the next field 
or to save the page. Required fields are marked with an asterisk (*).  

 
Note: 
If you save the page without entering data in a required field, an error message opens on the 
page. Click to close the error message and then enter the correct data into the field. 
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Terminology 
Formatted Fields: Require that you enter data so it appears in a specific format. All you 
have to do is enter the characters.  

 
Example: National ID (Social Security Number), Phone Number, Date, and Zip Code. For date 
fields, enter the date using the standard MMDDYYYY format (include zeros). Social Security 
number is used here only as an example. Users will typically not have access to view student 
Social Security numbers. 
 

    
 
SIS automatically inserts the appropriate dashes and slashes for you. 
 

 

8.3 Toolbar Buttons 
The toolbar is located at the bottom of most pages. The buttons on the toolbar may include 
search list navigation buttons, page navigation buttons, and page action buttons. The buttons that 
you see will change depending upon the type of page you are on. In addition, some buttons may 
be grayed out, indicating that you can’t perform that action at that time. 
 

 
 
 
List of possible toolbars located on following page.
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9 Data Entry Basics 

9.1 Understanding Data Entry Action Modes 
There are four Action Modes that may be available on a page depending on your security level 
within SIS: Add, Update/Display, Include History, and Correct History (or Correction mode). 
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Terminology 
Modes: Type of actions you can perform (within a page) once you retrieve information from the 
database. 
 
Example: Add, Update/Display, Include History, and Correct History 
 
Access to “Correct History” will be based on security level. Not all staff will have access to this 
function. 
 
Note: 
These buttons are located on the Toolbar at the bottom right of each page on which they are 
applicable. A grayed-out button indicates the page is currently in that mode. 
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Note: 
The system defaults to the Update/Display action whenever you retrieve data from the database 
unless you check one of the History checkboxes or the Add hyperlink on the Search page. 
 

9.2 Inserting and Deleting Rows of Data within a Record 
When you update information in SIS, you do not want to overwrite the data that is already stored 
in the database. To retain this history, you insert (or add) a new row of data. 
 
To add a new row of data, click the  button. When you insert a new row, notice that the system 
copies the existing data into the new row and the current date (today’s date) appears in the 
Effective Date field. All you need to do is enter the data that is changing and enter the appropriate 
Effective Date. 
 
Note: 
If you exit the page without saving, the changes will not be saved to the database. When you 
insert a new row, the navigation bar will change to show that there is another row of data. 
 
You can also delete the current row of data. Select the row you want to delete, and then, click the 

 button. You will be asked to confirm that you want to delete the row.  The row is immediately 
removed from your view on the page; however, any changes you make will not take effect until 
you save the page 
 
Note: 
If you exit the page without saving, the row you attempted to remove will remain in the database 
and appear the next time you access the student record. 
 
The table below explains the function of each of the buttons and links that may appear on the 
Scroll Area Navigation bar. 
 
 
 

 
 

10 Opening a New Window 
There may be times when it would be handy to have multiple SIS windows open at the same 
time. If you are working in a page and want to open another page, you can click the New Window 
link. This opens up the same page in another browser window. This is convenient if you want to 
work in another page without saving or canceling the component in which you are working. 
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Select the New Window hyperlink to open another window. 
 

 
 
When New Window is selected, another browser window opens in the SIS application. The new 
window displays a copy of the page you were using. From there, another menu item, sub-menu, 
or page may be selected. 
 
Note: 
Although there is no limit to the number of windows you may have open, it is best to close 
additional windows. 
 

11 Favorites 
Favorites may be set up within the SIS application, to allow you to easily access the pages you 
use most often, avoiding excessive navigation. Within the SIS application, the drop down menu 
item labeled myLinks allows you to save specific page links that you frequently access. It is 
important to save hyperlinks within SIS in the myLinks dropdown menu on the portal menu 
because if you save these links in your web browser, they will not open unless you’ve already 
signed in to the secure site 
 
Access the SIS page that you want to save in myLinks. 
 
Choose the Add to My Links option from the dropdown menu. 
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Select Go (in the upper right hand corner of the page). 
 
When the Add to My Links page opens, enter a description for the favorite.  
 

 
 
Click Save. 
 

11.1 Editing Favorites 
 
After you’ve created a favorite in SIS, you may edit your favorites. You may change a favorite 
name or change the sequence of the favorites you have created. 
 
Select Edit My Links from the myLinks drop down menu. 
 
Click Go. 
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You will be directed to the Edit My Links page where you can make your changes. 
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