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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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IE 5.5 |IE 6 [Netscape Netscape Firfox 1.0 (Mozill1 1.7 |Safari 1.2
Communicator 7 |Navigator 7
Linux # # #
Mac 0S5 9 *
MAC OS X # # # A
MS Windows 2000 | # # # #
MS Windows 2003 # #
MS Windows 98 # # # #
MS Windows NT # # # # #
MS Windows XP # A # # #
Unix # #

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.

3 Base Navigation Page - Microsoft Internet Explorer Provided by Enterprise Technology Services & Suppork

File Edit Wiew Favorites | Tools Help
7 1 Mail and Mews L 8 ’ 3 g 2
Back + | - d ” “ Favarites b4 W (:) I- . e
o J L Paop-up Blocker v € o n ':‘
Address I@ https:/fepdey.acs.,m  Manage Add-ons... PLOYEE/EMPL/s/WEBLIE_PTPP_SC.HOMEPAGE . FieldFormula, IScript_AppHP?pE_fnanm

- Synchronize. ..
NC STATE UNIVERSITY

Y¥ahoo! Services

‘Windows Messenger
Movell Messenger
Sun Java Console

On the General tab under Temporary Internet file, click Delete files.
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General I SEcurit_l,II F'rivau:_l,ll Eu:untentl Eu:unneu:tiu:unsl F'ru:ugramsl .-'-‘-.dvanu:edl

—Home page

% 'ou can change which page to wze for your home page.

Address: hittps A www ¥ ace nosu, edufcashier!

I1ze Current | Ize Default I1ze Elank.

— Temporary Intemet files

o Pages you view on the Intermet are stored in a special folder
@ Y for quick viewing later.

2

Delete Cookies...l|  Delste Files. .. Settings...

— History

The History folder containg links to pages wou've visited, far
quick. access to recently viewed pages.

Days to keep pages in higtany: ||2EI 3: Clear Hiztory |

Colaors... | Fontz... | Languages... | .-“-‘-.ccessil:uility...l

] I Cancel | Spply |

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

FIND PEOPLE LIBRARIES NEWS CALENDAR CAMPUS MAPS

MyPack Login

Helpful Links
Username:
| | m  Course Catalog
Password: m  Schedule of Courses

= Curricula Information

= Graduation

»  Academic Calendars

Welcome to the MyPack Portal!

» Change Unity Password
= Login Help o . .

Welcome ta the NC State MyPack Portal, your one-stop source for information and resources from the NC
State community. Inside you will find faculty, staff and student resources, including academic, financial and
human resources information, as well as many other campus services. Start now to customize your MyPack
experience.

HORTH CAROLINA STATE UNIVERSITY - RALEIGH, NC 27695 - 919.615.2011

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 m 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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myPack Home | Sign Out a

NC STATE UNIVERSITY Find Peaple | Libraries | News | Calendar | Can

Personalize: Content Layout Menu myPACK HOME

. Portal Welcome
[> Student Self Service = = g
» Employee Self Service Welcome to the Portal, begin to customize your experience today!
[ Financial Systems
[> Human Resources Systems Students Faculty Staff How Do I?
[ Student Information Systems

o Where Do | Find e Where Dol « thats Changed 0 CUSinHED i Laya

i Submit frar the Adrmin » Custornize a Pagelet

news.ncsu.edu : Grades? Portal? » Add Pagelets

# Open Letter on Campus Safety From
Chancellor Oblinger

Annual ‘Artto Wear Fashion Show to
be Held April 26

» MNC TEACH Program Addresses State
Teacher Shordage

Mare Than 2,000 Etudents to Cormpete
in Science Olympiad

EPA Approves Safer Bug Spray Based
On NC State Compaund

Soft Tigsue Taken From T. RexFossil + Baing Carbou Lecturs Today

Yields Original Protein * ArcGIS 9.2 software download

Natural Resources Library
* Book Sale: April 26-28
* MCEL Announces Libraries Fellows
s Serninarto Explore Gaming and Digital Literac:

News Provided by: NC Stste Hews Serices | [ 1w Provided by: Natural Resources Library (3]
Dewstips@ncsu.edu

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 E 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.

NC STATE UNIVERSITY d Pecpie o s aQ

5.1.2 MyPack Home Link

When you click
MyPack homepage.

, ho matter where you are in the application, you will return to the
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NC STATE UNIVERSITY Find People | Libraries | News | Calendar | Campus Maps ¢ yPack Home | Sign Oul

ko ][ Go|

Personalize: Content Layout Menu myPACK HOME

. Portal Welcome
[> Student Self Service = = g
» Employee Self Service Welcome to the Portal, begin to customize your experience today!
[ Financial Systems
[> Human Resources Systems Students Faculty Staff How Do I?
[ Student Information Systems
o Where Do | Find e Where Dol « thats Changed 0 CUSinHED i Laya
i Submit frar the Adrmin » Custornize a Pagelet
news.ncsu.edu : Grades? Portal? » Add Pagelets

# Open Letter on Campus Safety From
Chancellor Oblinger

* Annual ‘Artto Wear Fashion Show to
be Held April 26

» MNC TEACH Program Addresses State
Teacher Shordage

» Mare Than 2,000 Students to Cormpete
in Science Olympiad

» EPAApproves Safer Bug Spray Bagsed
On NC State Compaund

o SuflTissue Taken From T. RexFossil + Oeing Canhoy Lecture Today

Yields Original Protein * ArcGIS 9.2 software download

Natural Resources Library
* Book Sale: April 26-28
* MCEL Announces Libraries Fellows
s Serninarto Explore Gaming and Digital Literac:

News Provided by: NC Stste Hews Serices [ 1w Provided by: Natural Resources Library (3]
Dewstips@ncsu.edu

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.

Sign Ot

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:

[+ Studen Self Service

[ Employee Self Service

[+ Financial Systems

[ Human Resources Systems
[+ Student Information Systems
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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:

» Student Information

Systems
[ Admin Senvices

[ Faculty Sernvices

[ Organizational
Development

[ Campus Community

[ University Housing

[> Student Admissions

[ Records and Enrollment
[z Curriculum Management
[ Financial Aid

[ Student Financials

[ Academic Advising

[ Set Up SACR

= Mon-Degree Studies

= Five Year Enrollment
Statistic

= Grade Distribution
= Grade Processing Reports
= Dpen Section Inguiry

= Ten Year Enrallment
Statistics

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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+ Student Information
Systems

[ Admin Senvices
[ Faculty Services

[> Organizational
Development

[ Campus Community

[> University Housing

[ Student Admissions

[ Records and Enrollment
[ Curriculum Management
[ Financial Aid

[ Student Financials

[ Academic Advising

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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NC STATE UNIVERSITY

TCoLOSE HEny

[ Student Self Service

[- Employee Self Service

[> Financial Systems

[ Hurman Resources
Systems

v Student Information
Systems

[> Admin Services
I Faculty Services

[ Organizational
Development

> Campus Community

[ University Housing

[> Student Admissions

[+ Records and Enroliment
[» Curriculum Management
[> Financial Aid

[> Student Financials

> Academic Advising

[ Set Up SACR

- Mon-Degree Studies

- Five Year Enroliment
Statistic

- Grade Distribution
- Grade Processing Reports
= Open Section Inquiry

= Ten Year Enraliment
Statistics

STUDENT INFORMATION SYSTEN

Access to the NCSU Studert Information System

E" Non-Degree Studies

Mon-Degree Studies

Open Section Inquiry

2| Organizational Development
558| Mairtain Succession Planning and
Position Managemert.
Succession Planning
Succession Flanning USF
Position Managsmert

Five Year Enrollment Statistic

Ten Year Enroliment Statistics

Campus Community

AP htaintain binismo information skt
peaple and orgenizations, maintain 3C
infarmation,

utlent Services Certer

uddent Services Clr (Student)

Personal Information

Persoral Information (Studsrt)

SEVIS

Checklists

Commurications

Commerts

5C Engine

Service Indicators

Service Indisators (Studsnt)

& Mare.

Gratle Distribution

Admin Services

Grade Submission
I Lockup
Oriertation Reports
Flan Apjroval
heduling Info
=lstudent Info

University Housing
Unitversity Housing

EIHIS Agreements Table

HIS & signment Transactions
HIS Buildings

HIS Calendar

HIS Charge Code

HIS Stuclenit Eviction

HIS Student Vilages
Housing Staff Discount Tahble
ElUntRaom Mairtenance

Grade Processing Reports

Faculty Services

Aavisement
Faculty Center

I Student Admissions
{35= [Enter and maintsin applications,

Rprocess test scores, application ancd
transcript loads:
Application Ertry
Application Maintenancs
Application Evaluation
Processing Applications
Application Delete
Applicant Summariss
3 C's and Evert Summeries
External Org Summaries
Application Fees and Deposits
Enraliment Targets
External Test Score Processing
12 Mare.

5.5

55.1

Overview

Using the Navigation Folders and Page Links

search nosu.edu a

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.

NC STATE UNIVERSITY

TCoLOSE HEny

[ Student Self Service

[- Employee Self Service

[> Financial Systems

[ Hurman Resources
Systems

v Student Information
Systems

[> Admin Services
I Faculty Services

[ Organizational
Development

> Campus Community

[ University Housing

[> Student Admissions

[+ Records and Enroliment
[» Curriculum Management
[> Financial Aid

[> Student Financials

> Academic Advising

[ Set Up SACR

- Mon-Degree Studies

- Five Year Enroliment
Statistic

- Grade Distribution
- Grade Processing Reports
= Open Section Inquiry

= Ten Year Enraliment
Statistics

STUDENT INFORMATION SYSTEN

Access to the NCSU Studert Information System

E" Non-Degree Studies

Mon-Degree Studies

Open Section Inquiry

2| Organizational Development
558| Mairtain Succession Planning and
Position Managemert.
Succession Planning
Succession Flanning USF
Position Managsmert

Five Year Enrollment Statistic

Ten Year Enroliment Statistics

Campus Community

AP htaintain binismo information skt
peaple and orgenizations, maintain 3C
information

utlent Services Certer
uddent Services Clr (Student)
Personal Information

Persoral Information (Studsrt)
SEVIS

Checklists

Commurications

Commerts

5C Engine

Service Indicators

Service Indisators (Studsnt)

& Mare.

Gratle Distribution

Admin Services

= Admin Reports
Class Rolls

Gradde Submission
D Lockup
Orierttetion Reports
Flan Agproval
heduling Info

= student Info

University Housing

Universtty Housing A=

EIHIS Agreements Table

HIS & signment Transactions
HIS Buildings

HIS Calendar

HIS Charge Code

HIS Stuclenit Eviction

HIS Student Vilages
Housing Staff Discount Tahble
ElUntRaom Mairtenance

Grade Processing Reports

Faculty Services

Aavisement
Faculty Center

Student Admissions
Enter and mairtain applications,
Rprocess test scores, application ancd
transcript loads:
Application Ertry
Application Maintenancs
Application Evaluation
Processing Applications
Application Delete
Applicant Summariss
3 C's and Evert Summeries
External Org Summaries
Application Fees and Deposits
Enraliment Targets
External Test Score Processing
12 Mare.

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).

+ Biographical
(Student)
[ Addresses/Phones

[ Personal Attributes
[> Student FERPA

[> Relationships

= Mames

= Emergency Contacts
= 'Work Experience

Select a main folder (ex. Student Information Systems)
NC STATE UNIVERSITY - Li

searsh nosu.edu @

<ioLosE MEny

[- Student Self Service

- Employee Self Service

[ Financial Systems

[ Hurman Resources
Systems E Non-Degree Studies

+ Student Information I RIS
Systems

[> Admin Services

STUDENT INFORMATION SYSTEMS

Access tothe MCSL Student Information System

Grade Distribution Grade Processing Reports

Five Year Enroliment Statistic

[ University Housing

[» Student Admissions

[> Records and Enroliment

[> Curriculum Management

[» Financial Aid

[> Student Financials

I Academic Advising

[- Set Up SACR

= Mon-Cegree Studies

= Five Year Enrollment
Statistic

= Grade Distribution

= Grade Processing Reporis

= Open Section Inquiry

- Ten Year Enroliment

Statistics

‘L | Organizational Development
=21 Maintain Succession Planning and
Position Managemert
Succession Planning
Succession Planning LUSF
Posttion Management

%Campus Community
PRP, Mairtain bio/demo information about
people and organizations, maintain 30
information.
= Studtent Services Center
] Student Services Cir (Student)
Personal Information
Personal Information (Studert)
SEVIS
Checklists
Commurications
Commerts
3C Engine
Service Indicators
Service Indicatars (Studert)
& Mare

=] = Admin Services Faculty Services
I* Faculty Services Open Section Inquiry Ten Year Enroliment Statistics A
I+ Organizational =l Admin Reports Advisemert
Development Elclass Ralls Faculty Center
" = Grade Submission
[ Campus Community =0 Leckup

= Oriertation Reports
TEIPlan Appraval
Elscheduling Info
Elstudent Info

University Housing
University Housing

FFIHIS Agresments Table

[EIHIS Assignment Transactions
FEIHIS Buildings

FEIHIS Calendar

EIHIS Charge Cadle:

IS HARP Setup

FEIHIS Restriction

FEIHIS Room Cost

TEIHIS Student Eviction

FEIHIS Studert Villages

= Housing Staff Discount Table
FElUnitiReom Mainterance

| Student Admissions
AR=Enter and mairtsin applications,
process test scores, applisation and
transcrit loads.
Application Entry
Application Maimtenance
Application Evaluation
Pracessing Applications
Application Delets
Applicant Summaries
3 C's and Event Summaries
External Org Summaries
Application Fees and Deposits
Enroliment Targets
External Test Score Processing
12 More.
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Select a subfolder (ex. Campus Communit

= Student Information

Systems
[ Admin Services
I Faculty Services

[ Organizational 44° Student Services Center
Development W visw an at-a-glance overview of &
v Campus Community student,s informeation. Find guick links:

[- Personal Information

[ Personal Information
(Student)

[ SEVIS

[ Checklists

[ Communications

[ Comments

[ 3C Engine

[ Service Indicators

[- Service Indicators

Waintain biosdemo information sbout people and organizations, maintain 3¢ information

to more detailed information and to
comman administrative tasks

SEVIS

Mairttain and evaluste SEVIS reportable
infarmation far F, M and J visa holders.

(Ssdentj 120 Forms
[ Organization FM Alerts
_ FM Full Course Exceplions
b Committees ) DS-2019 Farms
[ Campus Event Planning J Alerts
SEVIS Impart

[ National Student Index
NZL
[- Personal Information

[» NC Custom Campus
e 8

SEVIS Mairtenancs
Personal Information
Search Taols
Reports

TElEmployment Autharizations
2 More:

4 Student Services Ctr (Student)
W Wiew an at-a-glance overview of &
studentzs information. Find quick links:
tomore detailed information and to
COMMan administrative tasks

Checklists
Meanage checkists for  person, an
external argarization or an evert
Persan Checklists
Organization Checklists
Evertt Checklists
Mass Change - Checklists
Process Checklists
Set up Checklists
3C Engine Trigger Resuts
= Run 3C Engine

Personal Information
Enter persanal data, hiegraphical,

Personal Information (Student)
Enter personal deta, biographical,

heafth, idertification and

Biographical

Heatth Informetian
ld=rtification
Participation Deta
Biodema Processes
D Management

Communications

Manage communications for = person

or an external organization
Person Communications
Organization Communications
Mass Change - Communications
Set up Communications

=3¢ Engine Trigger Resutts.

Run 3C Engine

Letter Generation

heath, andd ]

information far  student

Biographical (Student)
Idertification (Studert)
Faticipation Data (Student)
Biodema Processes (Student)
Health Information (Student)

Comments

Track comments for & person or

external organization.
Camments - Person
Comments - Organization
Set Up Comments

C Engine Trigger Results

un 3C Engine

NC STATE UNI

Z<ELagE HENU

= Student Information

Select a subfolder (ex. Personal Information Student)

Systems
[ Admin Services
I Faculty Services

I Organizational
Development

< Campus Community
[ Personal Information

[~ Biographical
(Student)

[ Identification
(Student)

[> Participation Data
(Student)

[- Biodemo Processes
(Student)

[- Health Information
(Student)

' PERSONAL INFORMATION ( STUDENT)
Enter personal data, biographical, heath, idertification and participation information far & studert.

SearchMatch
Manusl search utilty o prevent
duplicate entry of an existing ID.

Identification (Student)

Create, change, or delete information
thet identifies a studert.

Driver's License Data

Clizenship

E Address Search
Enter criteriato search for an
individual's address,

Participation Data (Student)
Enter, updete, o delete a student's
extracurmicular activities deta

=] Athletic Participation
Extracurticular Activiies
Accamplishments

AddUpdate a Person
Al or maify Biographical information
about a student.

Biodemo Processes (Student)
Process Seasonal Addresses,
Address Links, and process repart far
Address Listing

Lpply Seasonal Addresses

Update Linked Addresses

Biographical (Student)
Manage & student's biographical data

Addresses/Phanes
Personal Atrkutes
Studert FERPA,
Relatianistips

Work Experience

Heatth Information (Student)
Marage heaith deta

ccommactation Data
imtmunizations and Heath
Impairiment ALS

Health Exams

= Student Information

Employes Seif Servce

Systems
Admin Sendces
I Facully Serdces
Campii Comamandy
sonal information

iStudent)
I Health information
{Student)

archMateh
- Address Search
* Addfpdate 3 Person
I Records and Criollment

niguiny

4 Erder, updale, or review &
shadend’s names.

udart In stams = Camp

- BIOGRAPHICAL (STUDENT)

=== Emergency Contacts
Erter, update, or review &
fuder

= Bectronic Addesses

= Sensonsl Addrest

7 Work Experience
Track & siudert's work
ruperianee

Select a direct page link (ex.

Student FERPA

MaNa0s & Shudenl's réquests
redsted b0 the Famdy Coucationsl
Righits and Privacy Act (FERFA),
T FERPA

T R FERPA Display

Names) and you will be directed to the Names page.
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NC STATE UNIVERSITY

m MY ] EPS890UPG miyLinks: =] Gu

MyPACK HOME FOR FACULTY & STAFF FOR STUDENTS MY TAB

© Employee Sell Service B Wiiruderes | Moo |55
7 Student Information
Systems: Names
¥ Admin Sierdces ENter amy Irformiation you hve and click Seatch. Leave figlds blank for a list of all vahues
I Facully Services
- Campus Community | Find an Existing Value
" Personal information
IStudant} ux Boging with =
m' Academic Caroor:[= ¥]

© AddressesPhones | National I: bargiris with =) —
b Personal Atiribntes | Compsi:  [oogmwh ][
b Lo Liast Marme: bagins with = ,—
- biging with = ,—

r ¥ [ CorectHistory [ Cose Sensitive

search | ciosr | masic soarcn © Save Searcn Citera

{Studdert)
Pasticipation Dita

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 S|m|Iar to this:
NC STATE UNIVERSITY Find Pecple Libra

myPACK HOME FOR FACULTY & STAFF

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

J Find an Existing Value \".

EmpliD: | begins with _Ill
Academic Careeri[= =] [l ~]
National 1D: | begins with _Ill
Campus ID: [begins with _|||
Last Name: [begins with ;|||
First Name: [oenins with =]

I Include History [ Correct History [ Case Sensitive

Search | Clear | Basic Search Save Search Criteria  Delete Saved Search

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.

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

[ Find an Existing Value

ID: | begins with | ] 000123456
National ID: | begins with x| |

Last Nume:l begins with | ]

First Nume:l hiegins with j ]

[ include History [ CorrectHistory | Case Sensitive

Search | Clear | Basic Search Save Search Criteria

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 ﬂl to process the search.

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

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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Operators |[How and when to use

begins with [If you know the first part of the serch key only

contains  |If you know the search key includes certain values

= If you know the exact woard or number

Mot = If you want to exclude certain recards from being returned
< If you want a value less than

<= If you want a value less than or equal to

= If you want a value greater than

= If vou want a value greater than or equal to

between  |If you want a value between two values

in If you know the exact number, character fields do not allow

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:

Last Name: = x| [mouse

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:

Last Name: | beging with ¥ | [mal

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

Last Name: | begins with x| [MoUs

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 Q 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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Enrollment Summary
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value

EmpliD: | begins withﬂ"

Academic Career: = - |Nnn Degree Status j
Academiclnsﬁtuﬁﬂn:lhegins withleCSU‘l Q

Term: = - | Q \
Campus ID: |begins withj|

National 10 |begins withj|

Last Name: |begins withj|

First Name: | begins withj| /
Term Alternate Key: I: vI | Q

[ case Sensitive

Search | Clear | Basic Search Save Search Criteria

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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Look Up Term

Academic Institution: MCSLT

Academic Career: MDS

Term: |begins withj|

Description: |begin5 with;”

Short Description: | begins with ||

Term Beqgin Date: |: j | &l
Look Up | Clear | Cancel | Basic Lookup

Search Results
Wiew All

Term Description

1-100 of 164 |I| Last

Short Description Term Beqgin Date

2108 2010 Fall Term Fall 10 0a22/2010
2107 2010 Summer Term 2 Sumz2 10 07082010
2106 2010 Summer Term 1 Sum1™10 0519/2010
2101 2010 Spring Term Spring "0 01/09/2010
2098 2009 Fall Term Fall"04 08202008
2097 2009 Summer Term 2 Sumz ‘049 07107120049
2096 2009 Summer Term 1 Sum°09 05/18/2008
2091 2009 Spring Term Spring 09 01/07/2008
2088 20028 Fall Term Fall 08 0a/20/2008
2087 2008 Summer Tenm 2 Sumz ‘03 05:/08/2008
2086 2008 Summer Term 1 Sumt ‘038 04/23/2008
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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Enroliment
Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an E; g Value
Use Saved Search:

ID: [begins with =]

Academic Career: |= = I j

Academic Institution: | henins with j | Q

Term: l:l l— Q

Campus ID: Ihegms with ﬂl 2
National ID: [oegins with j|

Last Name: |hegins withj|

First Name: Ihegms with jl

Term Alternate Key: |= = 2078 Q

[” case Sensitive

Search | Clear | Basic Search Save Search Criteria  Delete Saved Search

Search Results

1-81 of 91

000033812 Graduate NCSUT 2078 Fall ‘07 Custard Marie blank) oo UGA 83N CUSTARD MARIE 2078
000033812 Undergrad NCSU1 2078 Fall ‘07 Custard Marie hlanky == UGA 83N CUSTARD MARIE 2078
000033856 Undergrad NCSUT 2078 Fall ‘07 Urn Avis hlank) T UBA 83N Ut AVIS 2078
000900484 Undergrad NCSU1 2076 Fall ‘07 Frichett, Cesar hlanky = USA 83N FRICHETT CESAR 2078
000900485 Undergrad NCSU1 2078 Fall 07 Eling,Johnathan hlank) *EEE IGA 55N ELING JOHMATHAN 2078
000900486 Undergrad NCSLIT 2078 Fall ‘07 Gripp Alvina hlank) === LIGA S5MN GRIPP ALVIMA 2078
000900616 Undergrad NCSLIT 2078 Fall ‘07 MeClean,Laura Female D9/02/1964 (blank) ~=="= LIGA S5MN MCCLEAM LAURA 2078
000900626 Underarad MCSUT 2078 Fall 07 ZZOPPP.JOHN (hlank) (blank) fhlank) == US4 55N ZZOPPP JOHN 2078

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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Save Search As

Hame the search and then click Save.

Name of Search: |#Il Fall 2007

The saved search will contain these values:

1D hegins with
Academic Career: =
Academic Institution: begins with

Term: =

Campus ID: hegins with
National ID: heding with

Last Name: hegins with

First Name: heding with
Term Alternate Key: = 20748

& Save | Return to Advanced Search

6.4.4 Save
Click Save.

6.4.5 Return to Search page
Feturn to Advanced Search

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.

Effective 5/7/2008
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Course Catalog
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value Y Add a New Value

Use Saved Search: [R5l gl=:

Academic Institution:[ =~ | [NCsUT Q
Subject Area: = = | a,
Catalog Nbr: | begins with = ||
Campus: |begins withj| Q
Course ID: |begins withjl
Description: |begins withj|

™ Include History [ CorrectHistory | Case Sensitive

Search | Clear | Basic Search Save Search Criteria Delete Saved Search

Find an Existing Value | Add a MNew Value

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 2231 you will see Preeessing 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.

Search Results

191 ot 91

Academic Academic Short Date of Campus National National NID Short -

Career Institution Term, Desciiption Name Gender Birth D IEDnunt Description Last Name First Name
000023812 Graduate  MNCEUT 2078 Fall "7 Custard Marie hlank) hlank) ==l CUETARD MARIE 2078
000023812 Undergrad NCEUT 2072 Fall 07 Custard Marie hlank) hlank) usA 2=l CUETARD MARIE 2078
000023856 Undergrad NCEUT 2078 Fall "7 Urn,Awis hlank) hlank) usA ==l Ut AMIS 2078
000300424 Undergrad NCEUT 2072 Fall 07 Pricheft Cesar hlank) hlank) usA 2=l PRICHETT CESAR 2078
0003004245 Undergrad NCEUT 2078 Fall "7 Fling. Johnathan hlank) hlank) usA ==l FLING JOHMNATHAR 2078
000300426 Undergrad NCEUT 2072 Fall 07 Grinp Alving hlank) hlank) usA 2=l GRIPP ALVIRA 2078
000300616 Undergrad NCEUT 2078 Fall "7 MeCleanLaura Female 09/02/1964 (hlank) ==l MCCLEAN LAURA 2078
000300626 Undergrad NCEUT 2072 Fall 07 ZZOPPPJOHR blank) thlank) hlank) usA 2=l ZIOFPP JOHM 2078
000300627 Undergrad NCEUT 2078 Fall "7 ZZIZ0JOHN blank) thlank) hlank) usA ==l ZIIZ0 JOHM 2078
000300647 MO NCSUY 2072 Fall 07 Ju.Tae Pstest blank) D2/24/1970 (hlank) 2=l JU TAE 2078
000800651 Graduate  NCEUT 2072 Fall 07 Balme, Geoffrey Pstest blank) DB/22/1964 (hlank) UsA ==l BALME GECOFFREY 2078
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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

Search

Once you have entered your search criteria, clicked
you need to view, this is an example of what you'll see:

, located and selected the record

Find People | Libr

myPACK HOME FOR FACLILTY & STAFF FOR STUDENTS MY TAB

|/ Term Activation {_Enrollment Limit | Student Session | Terms In Residence  Term Control Dates | External Study |

Juliane Kalich nooooooos @
First [4] 1of 1 ] Last

Academic Career: Undergraduate

First El 10of 4 0 Last
*Academic Institution: WQ MG State University B =
*Term: W Q Spring ‘07 Sernester  Activation Date: 01411212007
Student Career Nbr: I_DQ FPhysical & Math Sciences
Override All Academic Levels: r Academic Year: 2006
Override Projected Level: r Load Determination: Units
Academic Level - Projected: Freshman *Form of Study: I Enraliment :lv
Academic Level - Term Start: Freshman Academic Load: Mo Units
Academic Level - Term End: Freshman *Billing Career: lm Q
Lewvel Determination: Units Eligible To Enroll: r

Goto:  Calculate Tuition

B save | LLReturn ta Search | +[E] Prewvious in List | +[E| Mext in List | [=] Motify |

Terrm Activation | Enrollment Limit | Student Session | Terms In Residence | Term Control Dates | Exernal Study

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

[ Term Activation " Enraliment Limit " Student Session | Terms In Residence | Term Contral Dates ) Exdernal Study |

7.2 Using Hyperlinks

Click on the hyperlinks at the bottom of the page to navigate between pages.

Term Activation | Enrolliment Limit | Student Session | Terms In Residence | Term Control Dates | External Study
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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 El and El 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 El or El 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.

arms In Residence | Term Control Dates | External Study |

[ @
Inner Scroll Bar
First El 1of 1 El Lo
(4] 3
=]

warsity M FH= Outer Scroll Bar
Sermester  Activation Date: 014 252007
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

Explorer User Prompk

Script Prompt:

Enter gearch string:

Cancel
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View All:
Allow you to see all the rows of data (history) on a page.

Find |View &l First (1] 4 cp 4 [ 5

Boademle Coreer: Lincergraduate
Firzt ) 4.4 or a LH Last
‘Acadenic histiflution: lm Q& Ne stighe Unkersity = e FH[E
Terne 2071 S Sping 07 Semester  Acthation Date: 0122007
Stinlent Carear Hbr: I_':' % Physical & Malk Stiences
Orvarricle Al Academic Levels: r Ncadenc Yaarn FO0E
Oroaiidi Py ajectil L el r Ladd Dieteepaniinalions niis
Acalemic Level - Projected: Ereshman “Foain ol Sty [':-""':"“""f"’II :l'
Acwlemic Level - Tarm Star: Frieshman Rcadamdc Loasl; i Lrils
Aciwmbeinic Lavel - Teim End: Freshman “Rilling Co iz m F—\
Level Detenmination: Linits Eligihile To Enwrodl: O
‘Aoademlc Mstitution: [MESUT 2, e sigta LIniwersity ME® EE=
Terme 2068 TL pai 6 Sermister  Acthadion Date: DIMTI006
Stimbem Career Hbr: l_':' D Physical & Malh Sciences
Creaiice Bl Bcmbeimic Levels r Aeadenes Yean: 006
Crveqride Prajected Level: r Load Detenmiation: — LUnifs
Academic Level . Projected: Erisshman “Form af Sty [Enraliment =]
Acwmbemic Lewvel - Term Stan: Freshman Aeademidc Loaad: Mo Unitz
Acalemic Level - Term End: Ereshman *Billing Car ger: [oere
Leval Detanmination: Lhnits Elipibla To Enrolt r

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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-~

*Academic Institution: ( MEGELN @State University
‘Term: IEWSpring 07 Semester
Student Career Nbr: I—D Q Fhysical & Math Sciences
Override All Academic Levels: r

Override Projected Level: r

Academic Level - Projected: Freshman

Academic Lewvel - Term Start: Freshman

Academic Level - Term End: Freshman

Lewvel Determination: Units

WMEH @

Activation Date: 010122007

Academic Year: 2006

Loaid Determination: Units

'Form of Study:

Academic Load: "0 Units

0

‘Billing Career: ]HGR.E Q

.l-‘

Eligible To Enroll: 5 [

. 0
Cans*

Calendar — Click the calendar button to pop-up a small calendar on the page. Press the ESC key

to cancel and close the calendar.

‘Effective Date: |n1m1:20n5 El

I
|Januar3,r j |2IIII]5 j

S M T W T F 5§

1
2 3 4 5 B 7 8
910 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 28 27 28 24
oA

(4] Current Date [¥)

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.

& Al Service Indicators

8.2 Navigate Through a Record

" Positive Service Indicators

 Negative Sendce Indicators

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.

‘Active Date: |D4'J1 or [

SIS automatically inserts the appropriate dashes and slashes for you.

‘Active Date: 040112007 [5)

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.

& save | L\ Return to Search | [=] matify | L Refresh | B | UpdateIDisplayl J| Include History | [&F Correct Histary |

List of possible toolbars located on following page.
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Button

Name

Function

Bl save

Save

Sends the information you've enterad on
the page to the database. Yau'll generally
save whenyou come to the end of a
caompanent. The Save command always
Updates the data for all pages in a group.
Upon save, the system displays the
"Saved" message in the upper right carner
ofthe page.

L Return to Search |

Return to Search Page

Returns vou to the search page.

+E] Mext in List |

Mext in List

Displays the data for the next data row in
wour search results grid. This button
appears gray ifyou didn't select the data
rowy from a search results grid, ifthere was
anly one rowe inthe grid, ar if the data
displayed is the last row in the grid.

+[E Previous in List

Previous in List

Displays the data for the previous data row
inyour search results grid. This buttan
appears gray ifyou didn't select the data
rowy from the search results grid, ifthere
was only one rowy in the grid, orifthe data
displayed is the last row in the grid.

Mest tak |

Next Page in Component

Displays the next page in the current
component. Ifvou are inthe last page of
the component, this button is aray.

Previous tak |

Prevdous Page in Component

Displays the previous page in the current
component. [fyou're in the first page of the
component, this buttan is gray.

UpidateDizplay |

UpdateDisplay

Accesses existing roves of data on the
database. If data is effective-dated,
displays only current and future rows.

A Include Histary |

Include History

Displays all rows of data: current, future,
and history.

[ZF Correct History |

Correction

Accesses existing rowes of data in the
database and displays all effectivedated
rowes. Allows you to update all rowes,
including history rows.

i Refresh

Refresh Page

Appears for expert users only that are in
Expert Entry mode. When clicked, validates
the data entered in certain fields.

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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Page Buttons Description
S Adds a new row of information to the database with a new high level primary
LI key. vou will use this mode to add a new student to the database.

YWhen adding a new record yau MUST include a minimum of Name and
Date of Birth andior National ID {Sacial Security Mumbetr).

The default action mode and maost frequently used of any mode. Used to
viemy or update data for & high-level key. Displays only Current and Future
rowes of data for reviews. You can update Future rowes, but not Current rows.
Yol can alsoinsert a new Current row to update data.

Llzed to review the histary of a record. Displays ALL rows of data History,
Current and Future). However, yau can only update Future rows. You can
alsoinsert a new Current row.

Displays ALL rowws of data (Histary, Current and Future) and allows ywou to
Update or correct any rowe. Yol can also insert new rows regardless of the
Effective Date ar Sequence Mumhber,

Warning!! Uze this mode with extrerne caution. For example, Histarny rows
should only be updated to fix data entry errars.

UpdateDisplay |

42 Include History |

[&# Correct History |

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.

{ Biographical Details {_ Addresses " Regional

Glenn Halbraok

MNarmes

Date of Birth: 05/13M862 [ Birth Information Campus ID:

Biographical History hi | First E Aof 1 E Last

‘Effective Date:  [01/0171901 5 =
‘Marital Status: | Married = asof [oumimaot [

‘Gender: Male =

Custarnize | Find | 88 First 4 1 o1 1 0] Last
'Country ‘National ID Type National ID Primary
[usa” @ [Sucial security Mumber =l [oos-62 3672 2 =l

‘Type Phone Ext Country Preferred
Address Type: Home/Mailing Addresses |ana| j |559_1 427 I I_ = =
Effective Date:  01/01/1301 Add
Status: Active
Country: Ush Eman
Address: Tvpe Email Address Preferred
11114 Lady's Slipher Gt | =l O =

Raleigh, MC 27806

Visa/Permit Data

B save | S\ Returnto Search | 4[E Previous in List | +E] et in List | Tottify | %) Refrash | B Llpdate.'Dlsp\ayl 4 Include History [EF Correct History

Biographical Details | Addresses | Redional
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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.

Button or Link |Function
Inserts (adds) a neww row.
=] Deletes the current rove of data.
El Displays the next row of data.
El Displays the previous row of data.
Wient All Displays all roves of data on a page.
Eind Allowvws you to find a specific row of data.
First Moves to the first row of data.
Last Mowes to the last rowe of data.

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.

erssoura

MyPACK HOME FOR FACULTY & STAFF FOR STUDENTS MY TAB

{ Term Activation "\ Enroliment Limit ) Student Session  Terms In Residence | Term Control Dates | Bxternal Study |

Juliane Kolich 0ononooo3 @
First [ 1of 1 ] Last

Academic Career: Undergraduate

|l FirstEw-:-muﬂ
*Academic Institution: WO\ MG State University K @ =l
Term: [zor1 @ Spring 07 Semester  Activation Date: 0111242007
Student Career Nbr: I_U Q Physical & Math Sciences
Override All Academic Levels: r Academic Year: 2006
Override Projected Level: r Load Determination: Units
Academic Level - Projected: Freshman *Form of Study: Enrallment j'
Academic Level - Term Start: Frashman Academic Load: Mo Units
Academic Level - Term End: Freshman ‘Billing Career: WQ
Level Determination: Units Eligible To Enroll: r

Gota:  Calculate Tuition

& save | S Returnto Search Notify

Term Activation | Enrollment Limit | Student Session | Terms In Residence | Term Control Dates | Exdernal Study

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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NC STATE UNIVERSITY Find Peapte Libraries Mews Caiencisr Campus Mags myPack Homa Sion out et =

At T 1 w Links

Mewviingow | Help | Customize Page | 5, =

Addresses

Susan Tuckey 000000040

Ahlress EditvView Adidiess
Twie Adidress stalus oo
123 My Street E ity e Adddr
Homemdalling Test, NG 27502 TIHER005  Active -
Dietail
Wake
Add Address Add Address Types
Effective Date:  |0232007 H  guyys: |Attve - [C * Homefhailing
r FermanentParent
Cotmtry: USh @ Unfted States
r Physical
Adidress: Edit Address Address Linkane
™ Campus Housing
r Diglama
Submit ] Resef J * Active adidiess exists
Explain

B save | L\Retunto Search | [ Notity | 4 Retresh | Undateizpiay | 2] Include History | [ Correct Hstory &

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.

NC STATE UNIV

mlinks

SFEM HERU 33

e Windaw | Custormizs Page | B B

Add to My Links

& lan¥ fo the folloving ibem will b2 added tovour*My Links" dropdosm list Propartias of this aniry
ar are "y Links® enire can be updated by selecting “Bdit by Links® from The "y Links® list

‘Hamne: [araszes

Save Cancel

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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NC STATE UNIVE

SEAit My Links

P indow | Help | 5 2
Addresses
Enler arig infomrmation you hawa and click Search. Leave Salds blank fos 3 list of all values

| Fild an Existing Value Y

D [beging wim =]
Campus I:l:| e ing with j |

Martional 10: | beagins with x| |
Last Hames | baging with =] |
First Hulllltll Biging witfi j |

™ inchida Histery [ ComrectHistery [ Case Sensithve

Search | Clear |F.n:*.inﬁr~..u|.-'1 & save Search Ciiteria -

You will be directed to the Edit My Links page where you can make your changes.

NC STATE UNIVERSITY

Maw Window | Cuztomize Page | 5

Edit My Links

ity Links® allow you 10 acoess your faeorie Bames from any compuier at any time. You can usa this
page to create, editand organiza your links. Changas made 1o your links 1ist sl be refizctad In the

"Ity Links® dropdossa list

= MeLinks [Add Uikl [Acd Foisier]  [8ald Otherd
i.lj |Addreszes]
'ﬂj [Submit Gradas]
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