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Getting Started

Type www.opus.emory.edu in your web browser.
Log into the student system portal, OPUS, using
Netid & Password

W EMORY | 0PUS

UNIVERSITY Online Pathway to University Students

WELCOME to the upgraded OPUS.
If you experience any issues, please clear your browser cache. If you continue to have problems,
please call the Emory Service Desk at 7-7777 or send an email to OPUSHELP@emory.edu.

Emory's new password policy requires you to reset your password every 365 days.
The cutoff for changing your University NetlD password is: SEPTEMBER 9, 2015
Failure to act by this date will cause you to lose access to all NetiD-enabled systems.
Please visit this page for more information: http://it emory.edu/password

Network ID

— oo 3]

» Obtain Netwerk ID and Password.
Get Help Here % Trouble Signing Tn?
View Browser Compatibility.

Note: To ensure the confidentiality and protect the integrity of sensitive information within the system, you must
dlose the browser after logging out of each session.

1f you have any questions, problems, or comments, please contact the Emory UTS Service Desk at (404)
727-7777. You may also submit an IT support request at http://help.emory.edu/.

You are about to accass an Emory University and/or Emory Healthcare computer system that is intended for authorized users only.
Unauthorized use of this system is strictly prohibited and may b subject to criminal prosecution, By proceeding, your use of this
System constitutes your consent to monitoring, retrieval, and disclosure of any information within this system for any purpose
deemed appropriate by Emory University or Emary Healtheare, including law enforcement purposes and enforcement of rules
concaming unacceptable uses of this system

EMORY HOME | CONTACT EMORY | EMERGENCY | EMPLOYMENT | ABOUT EMORY'S WEB
Gapyright & Emary University 2009 - All Rights Reserved | 201 Dowman Drive. Atlanta, Georgia 30322 USA 404,727 6123
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OPUS — Security Note

After 20 minutes of inactivity, you may receive the following
message. This is a security reminder. If you get interrupted
and the system times out, any work that was not saved prior
to the inactivity may be lost and may need to be redone.

ORACLE
PEOPLESOFT

Your PeopleSoft connection has expired.

For increased security ite, connections are expired after 20 minutes of inactivity.

Your PeopleSoft session has expired. Close all browser windows bef ing in again. If this is your only active PeopleSoft session, elick the Sign In link to sign in again

Sign in to PeopleSoft

Copynght £ 2000, 2014, Oracke andior is aftilates. All nghts resenved

To Sign Out click the sign out link at the top right side of the screen. After signing
out, please remember to close the web browser you are using.

SHARR13 on SAPRODY  Home Add to Favortes Ask OPUS | Slgn out

@ EMORY

Favontes Mann Moy w
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OPUS Launcher Page —
Employee Tab & Links

Users are granted access to various TABS in OPUS based on
their role at Emory University.

Roles = Tabs

Favorites « Main Menu »

My Page | OPUS Launcher | Faculty/Advisor Student | Records | Financial Aid Student Financials Admissions

« OPUS Launcher

s Faculty/Advisor

s Student

s Records

+ Financial Aid

s Student Financials

s Admissions

s Guest Access (a link for parents and/or guardians)
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OPUS Launcher Page —
FERPA and New Access Information

The Launcher page contains an important link about the confidential use
of data available in OPUS protected by FERPA (Family Educational Rights
and Privacy Act).

FERPA and New Access Information

lAll information contained in this system is considered confidential through the Family
Educational Rights and Privacy Act .

- To request additional access to Protected Student Data for the
purposes of performing your duties at Emory University please click
HERE. For access to advanced functionality, please complete the
Supplemental Access Request form found HERE.

- For more information about FERPA and Emory's Information
Release Policy, please click HERE.

Staff are required to refresh their understanding of FERPA and renew their
system access annually. For more information about FERPA and staff
responsibility in securing student privacy, please click the following link:
http://www.reqgistrar.emory.edu/Students/FERPA/index.html

Students have the right to request that records be kept private.

Within OPUS, a student’s record marked as private will be displayed with
a FERPA icon in the window. It is important that staff know the proper
response before answering when a FERPA symbol is displayed on a
student’s record Please refer to the link above for guidance.
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Terminology Crosswalk

OPUS Term Emory Equivalent/Example

Institution Emory University

Academic Career Undergraduate/Graduate Careers (UBUS, GBUS,
UNUR, GNUR, THEO)

Academic Program  Degree Programs (LAW, LIBAS, PhD, MPH, MTS)

Academic Plan Major (ENGLISHBA, PHILPHD)

Academic Sub- Concentration of Study (NRACRXNP, BBSCB)
Plan

Term Coding First character

5149 - Fall 2014 0 - zero for 1900’s & 5 for 2000’s

Next two characters
last two digits for the year (i.e. 14)

Last character = semester
0=Winter or Interim, 1=Spring, 6=Summer, 9=Fall
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OPUS 101 — The Basics

» Folder Navigation

OPUS has drop-down menus
like most Windows/Mac
software. Clicking the folder
icons expand menu choices.

Favorites € Main Menu
- E

J{)PUS Launcher” Fecords l

- Main Menu
: -
Search Menu:

Enrolment Summaries
Term Processing
Transcripts

Transfer Credit Evaluation
Student Background Information

mplete the Supplemental Acces
bnd HERE

-or more information about FERI
ormation Release Policy, please

CCCCOCDOED

Student Term Informatio 1 Block Enroliment s

PA 03 seff service ,
3 Campus Community 3
;‘I (1 Records and Enroliment
3 Curriculurm Management SR Customizations
3 Academic Advisement Ermory Student Records Admin
o' 1 set up sacr Enroll Students
uc -
.. 3 Reporting Tools ‘
trle. 3 PeopleTools career and Program Infor [=] Quick Enroll a Student

Enroliment Reguest Search
Search for Classes

B

Maintain bio/demo information about people and organizations, maintain 3C information.

ﬁ Emory Customizations ’Pg‘ Student Services Ctr {Student)
Emery Campus Community Customizations W View an at-a-glance overview of a student's information. Find

=) EU Run Quen quick finks to more detailed information and to common
adminisirative tasks.
ﬁ Personal Information (Student) ﬁ Service Indicators
Enter personal data, biographical, heatth, identification and Grant or limit an individual's access to services at your
participation information for a student. institution.
7] Address Search [ Person

[ Addilpdate a Person
[ Biographical (Student)

P%R Campus Community

ﬁ Personal Information

Enter personal data, biographical, healh, identification and
participation information.
E Add/Update a Person

ﬁ Service Indicators (Student]
Grant or limt a student's access to services at your institution.

Manage Service Indicators

Office of the Registrar Training Series
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OPUS 101 — The Basics

OPUS offers memory tools!

Recently Used —
OPUS remembers

where you’ve been -

and can help you (Recently Used ),
return. | Query Manager
|| EU Run Query

Favorites © Main Menu
v H v

The My Favorites || Student Enrolment Appointment
feature allows you to || Student Program/Plan

bookmark pages that
you frequently use.
Once you add a
favorite, it appears
under the My Favorites

|| Adjust Class Associations

My Favorites )

'+ Add to Favortes

folder in the left .« Edt Favortes
navigation menu. |:, Academic Calendar

|| Add/Update a Person
Favorites can be || Addresses
edited and deleted [ Appointments
too.
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OPUS 101 — The Basics

» Using the Search Engine

Don’t remember how to navigate to a page? OPUS is ready
to assist. Enter keywords in the search box under MENU and
let OPUS find possible choices for you!

S
JDPUS Launcher” Records l

’Search

||term activate

Search

Enter search keywoards separated by a space. Use guotes for any phrases. For example: Cities
Countries 'United States’

() New Search O search Within Results
[term activate | _Find ‘

Customize Settings Search Tips

Hide Summaries
Search Results

1 Term Activate a Student

Activate a student for a term and add or update studentterm data.
Home=Records and Enrollment=Student Term Information=Term Activate a Student

| Powered by Vem
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OPUS 101 — The Basics

» Search for a Student (use one or more options)

~ Search Criteria

Empl ID: begins with | xQ
Academic Career: = - -
MNational ID: begins with - |

Campus ID: begins with |

Last Name: begins with |

First Name: begins with - |

[T include History [ correct History

«  Emplid: If you know the student’s ID number enter it in
this field and press SEARCH.

« Academic Career: Narrow the search results by
including the academic career (i.e. Undergraduate Emory
College or Theology)

 National I1D: If you know the student’s social security
number enter it in this field and press SEARCH.

« Last Name and First Name: Enter the student’s Last
Name and First Name and press SEARCH.

When provided the choice, always choose “Include History”
to pull all records related to the student in your search.
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EMORY OPUS 101 — The Basics

» OPUS has robust search features

Search on any key field with the operators such as
begins with, contains, =, <, <=, >, >=, between, and in list.

Search Results
* If only one student matches the search the student’s
page will be displayed.
* If more than one record matches the search, a list will be
displayed. Results can be sorted by field headers.

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

/ Find an Existing Value |,
Academic Institution: | = [EmoRY J=
Term: [i 1l [s078,5076,5071 =8
Subject Area: JTA:F—|Q
Catalog Nbr: « | z00 |
Academic Career: | = =) bt This search looks for
Campus: | begins with | I classes which were
Description: | begins with |~ || | offered 5079, 5076,
Course ID: [ pegins with | f=S or 5071 with subject
Course Offering Nbr: | = ~| | [ of Latin and contains
Clcase Sensitive classes less than
300.
Search ] Clear | pasic Search B Save Search Criteria

Search Results

[Academic Institution Term Subject Area Catalog Nbr Academic Career Campus Description

C
EMORY 5071 LAT 10z Ugrad Coll ATL Elementary Latin 1 0oy3Tz 1
EMORY 5071 LAT Z0z2 Ugrad coll ATL Intermediate Latin: Poetry 007376 1
EMORY 5076 LAT 101 Ugrad coll ATL Elementary Latin | 00737l 1
EMORY 5076 LAT 102 Ugrad Coll ATL Elementary Latin Il 00737z 1
EMORY 5079 LAT 101 Ugrad coll ATL Elementary Latin | 007371 1
EMORY 5079 LAT 110 Ugrad Call ATL Intensive Latin 018983 1
EMORY 5079 LAT 201 Ugrad coll ATL Intermediate Latin: Prose 007375 1

7/31/15 Office of the Registrar Training Series 15



OPUS 101 — The Basics

Navigation Tools
e Return to Search — To return to search results.

* Previous in List and Next in List — another method for
scrolling through the search results.

ELReturn to Search | +[E Previous in List | +[E] Mext in List |

« Scroll Bars — allow you to look at different rows or pages of
information for the student. These may be different careers,
terms, actions, or classes.

 View All — allows you to scroll down to see the different rows
versus moving forward from one page to another.

Find | View All First K 10f25 I Last

« Tabs to Multiple Pages or Actions

Student Program Student Plan Student Sub-Plan Student Attributes Student Degrees

* HOME — Returns you to the Launcher Page.
* Ask OPUS — When you need help, click this link.

7/31/15 Office of the Registrar Training Series 16



OPUS Staff Training Manual

Records Tab & Academic Folder Links
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Records Tab Layout

Depending on the users role, the Records Tab will include page links to the
most frequently used student records pages. The page may also include
important notices from the Office of the Registrar, and currently, an
Instructional Center with videos and documentation for various student
records operations.

Student Records Instructional Center

Student Records Instructional Center

Bl a1 o e Tt 15 4 et 8 Stadtn o Presanang
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Academics Folder

OPUS links live within folders on the Records tab. The folder contents
are grouped so that users may find related functions easily. Let’s start
at the top right side of the page and begin with the Academics folder.

Academics

View Student Academic Summary
View Unofficial Transcript
Produce Batch Transcripts
Student Grades

Enroliment History

Enrollment History No GPA
Undergraduate GER Queries
Update Expected Grad Date

Ugdate Student Advisor

7/31/15
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\ View Academic Summary
D Tells a Story . . .

The Academic Summary link allows the user to see a historical
summary of the student’s academic record. After clicking on the link a

page containing search fields will be presented. Type in information for
the student and click SEARCH to continue.

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

/ Find an Existing Value

ID: | begins with [w| (0022365
Campus ID:| begins with v
National 1D: v
Last Name: v
First Name:

[lcase sensitive

Search |

Clear | Basic Search Save Search Criteria

7/31/15
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View Academic Summary

Institution/Career/Program/Plan Summary

The first third of the screen shows the students Career and Program
information; as well as, a detail of the highlighted Program to the left.
Click on any hyperlinked program to bring up detail information for that
program. One excellent feature of this section is the ability to go directly
to the Program/Plan Stack page to edit data that may not be correct by
clicking on the “edit program data” button on the upper right-hand side
of the page.

In the example below, notice that the student was enrolled at UCOL &
UBUS. By clicking each career, the user can see a summary of the
student’s program plan information at a glance.

Institution / Career / Program

" EMORY - Emory University
" UBUS - Undergraduate Business
" BBA - Bachelor of Business Admin

' UCOL - Undergraduste Emoary College

LIBAS - Liberal Arts & Bcienrces

Program:

Student Career Nbr:
Status:

Admit Term:

Expected Graduation:

Approved Load:

Load Determination:

Level Determination:

Plan:

Requirement Term:

edit program data

LIBAS Liberal Arts & Sciences
a

Discontinu a5 of 12/31/2003

5029 Fall 2002
S061 Spring 2006
Full-Time

Baze On Units

Baze On Units

UNDECLAREDURdeclared - Arts & Sciences

5029 Fall zo02

Institution f Career / Program

EMORY - Emory Universi ity
UBUS - Undergraduate Business

7" 8BA - Bachelor of Business Admin

"7 UGAL - Undergraduste Emory College
7 LIBAS - Libersl Arks & Sciences

Program:
Student Career Nbr:
Status:

Admit Term:

Expected Graduation:

Approved Load:

Load Determination:

Level Determination:

Plan:

Requirement Term:

edit program data

BBA Bachelor of Business Admin
0
Completed as of 05/16/2008

S041 Spring 2004
5061 Spting 2006
Full-Time

Base Cn Units
Base On Units

BUSBRA  Business Administration
5041 Spring 2004

7/31/15
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View Academic Summary
Term Summary

The second half of the screen shows a summary of the student’s term
history for each career they have been term activated for, and to the right
of the Term Summary listing is detailed information for the highlighted
term. By clicking on any hyperlinked term, the user is able to view detailed
information for that term.

Was the student eligible to enroll? What was the primary program for that
term? Depending on the user’s role, academic standing status information
may be viewable. This panel also includes the academic level and load for
the term highlighted. The user can click the edit term data link to view more
details about the student’s term activation pages in OPUS.

Term Summary edit term data
EMORY - Ernory University Spring 2006
""" UBUS - Undergraduate Business Eligibla to Enroll: Yas
. 5061 - Spring 2006 Primary Program: BBA Bachelor of Business Adrmin

5059 - Fall 2008 Academic Standing Status: Data unavailable

" 5051 - Spring 2005
""" 5049 - Fall 2004

i -
""" 5041 - Spring 2004 Level / Load

UCOL - Undergraduate Emory College

i Academic Level - Projected: Senior
'''' 5039 - Fall 2003 .
i Academic Level - Term Start: Senior
9031 - Spring 2003
L Academic Level - Term End: Senior
5029 - Fall 2002
Approved Academic Load: Full-Tirme
Academic Load: Enrolled Half-Time

7/31/15 Office of the Registrar Training Series 22



View Academic Summary
Term Summary — Classes & Statistics

actions appear in Classes.

®Dropped
«Enrolled

* Grades also appear for the term along
with term statistics. Click a particular

If the term is current and enrollment
actions are allowable, clicking the Quick
Enrollment link is a quick method to
adjust the student’s schedule.

¥ Classes
Wenrolizd ®cropped
Class | Description  [units| Grading [Grade[status|

Concepts & Math

S niin in Biol Anth 4.00 Graded i3]

2517
(Lecture)
Cancepts & Math

?g;légl La in Biol Anth Mon-Graded Component ®
(Laboratory)

BUS 411-000  Law And Business

4.00 Graded

(37621 {Lecture) rade ®

BUS 427-000  International

(E813) Finance (Lecturgy | D0 Graded A L4
The

BUS 4800-000  Entertsinment

FEEn Indsins 1.00 Satisfactory/Unsatisfactory v
(Lectura)
Hist O The

LING 101-000  American

4.00 Graded

(1363) Languages rade ®
[Lecture)
Spec Tops In

szc;ajse Lo Sociology 4.00 Graded A o
(Lectura)

wick Enrollment

7/31/15

class in the schedule to see class details.

indicates if a class was dropped and
indicates enrollment

Below the term summary for a selected term, the student’s enroliment

* Term statistics for the chosen term are
viewable below the Classes. This information
is only available for those who have the
appropriate OPUS access to view this

information.
¥ gtatistics
Spring 2006 From Co;:l:'l:ed Cumulative
(i) Enrollment Total
Total
Units Toward GPA:
Taken 8.000 8.000 50,000
Paszed £.000 £.000 S0.000
In Progress
Units Mot for GPA:
Taken 1.000 1.000 24,000
Passed 1.000 1.000 24,000
In Progress
Tranzfer Units 71.000
GPA Calculation

Total Grade Points 32,000 32,000 i9a,200
/ Units Taken Toward GPA £.000 £.000 S0.000
=GPA 4.000 4,000 3.964
Terrn History

Office of the Registrar Training Series
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\\Q View Unofficial Transcript

Search Page

Click on the View Unofficial Transcript link to view or print a student’s
unofficial transcript located in the Academics folder on the Records Tab in
OPUS

Transcript Request Search Page
Always click on Add a New Value. (Do NOT USE - Find an Existing Value)

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

/ Find an Existing Value {_2dd a New Valus \'"— Click on Add a New Value

Report Request Nbr: | hegins with “ |

D: | begins with e
Academic Institution: |hegins with v || |Q
Transcript Type: [ begins with + || !Q

User ID: |hegins with v|| |

Request Date: [= vl | |51

Future Release: = v | v
Term: |begins with w || |Q
Requested Print Date: | = | |EI

First Name: [ begins with ] |

Last Name: !_t_]egins with + | |

Search Cleat | pasic Search B Save Search Criteria

Find an Existing Value | Add a Mew Value

7/31/15 Office of the Registrar Training Series 24



View Unofficial Transcript
Request Header Page

» In Transcript Type, select INTRN by using the down arrow. This is the
preferred choice for a quick look at the student’s transcript.

Depending on the user’s OPUS access, choices may include
* INTRN (basic advising transcript)
* ADV (degree audit transcript for particular school)
* TREVL (transfer credit evaluation transcript)
» Choose Printer for the Output Destination.

» Future Release — choose Immediate Processing

s —
@ues‘ Heauer/‘\( Request Detail | Repod Besults | ReportErrors |
]

Report Request Nbr: 000000000 Request Date:  02/24/2008 UserID: SHARR13Z

*Institution: EMORY | Emory University

“Transcript Type: INTRM ~ | adyising Document (> chrano
[Freeze Record
[ override Service Indicator

*Output Destination: | Frinter | L gmed
—
|

Number of Copies:

Future Release: | Immediate Pracessing ~|
Academic Career: |
Term: I:
——————————
Print Date: B |

Request Reason: &

[ cancel Request

& save Motify Eradd Update/Display

Reguest Header | Reguest Detail | Repart Results | Repart Errars

7/31/15 Office of the Registrar Training Series 25



View Unofficial Transcript
Request Detail Tab

! Fequest Header k Request Detail /Y Feport Eesults Y Feport Errors
_—

Process Reguest

Report Request Nbr: oooooonoo On Reguest
Transcript Type: INTRM Advising Document Report Mananer
Find [view all  First [ 4 o6 1 [F] Laet
*Seq Nbr ‘D Humber of Copies El
L = (1] _gend_ |
Bl save | [=] Motify B e ] UpdateDisplay

Eequest Header | Request Detail | Eeport Results | Report Errors

» Enter the student’s emplID and the number of copies requested, if other
than 1. If you don’t know the student’s emplID, click on the magnifying
glass |« in the 1D field to search for the student.

» If you need to add an additional request for a different student, click on
to add another row. Enter the additional student’s emplID. Continuing adding
rows with the until all student emplIDs have been entered for this request.

» Do not use SEND as this feature is not operational.

» Results can be printed or saved as a PDF after processing.

7/31/15 Office of the Registrar Training Series 26



View Unofficial Transcript
Completed Request Detail Page

/ Reguestpieader " Request Detall Y Repor Besults ) Report Erors

(
Raport Request Nbr; 0oo0o0ooonn On Rogquist —

Advising Documant Eeport Wanager
6] | Vidwy A First 14 Sotal*

Transcrl ot Type: INTRM

<L James Dooley

*][=]
“Seq Nbr NHumber of Copies :
z 1 Send |
F1[=
“Seq Nbr NHumber of Coples
) 1 Fand
B save | [F] Motity [ ;Auu! H] Upaate Cisplay
Beguest Hader | Requiest Detail | Bepon Sesulls | Repot Erors

» After all students for this request have been entered, click on PROCESS
REQUEST at the top of the page. When the request is processed, the
Report Results page is displayed with the requested transcript(s).

Office of the Registrar Training Series 27
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View Unofficial Transcript
Report Results with Preview of Transcript(s)

o: DOZZIGS James Dooley Hepon Manager
Advising Document - Do Not Disseminate
Emory University
Hame : James Dooley
Student ID: OO22365
Address Therese Ha ke
IIS Melrose -
Decatus SA 300302853

Print Daza : 2ooR-03-07
Any Emory Universiby sourses baken while Bhe URiversity was on a guarbers hous
sysrem are neor insluded an this Eranseripe page. Courses caken ar Emsry on the
quarser hour syscem wi 11 be reported on a separate page of The Transcrips.
Spesifisally, courses et included on bhis page are:

Law =suzses taken summes 1976 and saslies

If requested only one student’s transcript, you may print the results from this
page. If you choose your browser print button to print, the results will be
multiple pages and the format may not be attractive. If you choose the PRINT
and Report Manager options on this page, the results will produce a PDF report
that looks much nicer. Instruction for using this feature follows on the next

page.

If you requested more than one student’s transcripts, they will be stacked
behind the 1st. Look at the dark blue line under the tabs. By cIickingEyou can
scroll through to each student’s transcript result.

7/31/15 Office of the Registrar Training Series 28



View Unofficial Transcript
Printing Single Transcript

Request Header Request Detail Report Results Report Errors

Seq Nbr: 1

ID: 0022385 James Wayne Dooley = [eport Manager

Advising Document - Do Not Disseminate

Emory University

Name :  Dooley,James Wayne

Student ID: 0022365

Rddress : 1525 clifton Rd

Atlanta, GA 30322-4200 ‘\

United States Click to Print

¥ seect Al Deseleet Al

Print Date : 2014-07-30 i Johek 1 caleti Bution 15 dolite the eslectid repactie)

L]

If you requested only one student’s transcript, you can print from the Report
Results page. Click on PRINT. In the far right corner of the page SAVED briefly
displays. When SAVED disappears, click the REPORT MANAGER link. A new
screen will appear. Click REFRESH until the process line changes the status
from initiated to POSTED. Notice that the POSTED line has a link appear under
the “Description” heading. Click this link to open the transcript and print.

If you ordered more than one transcript, click the link “go back to transcript
request.” From the Report Results page, you can scroll to the next student’s
transcript by clicking the & on the dark blue line and process that transcript
using the PRINT and REPORT MANAGER process. However, if you want to print
ALL transcripts at once, return to the second tab by clicking the Request
Details tab at the top of the page.

7/31/15 Office of the Registrar Training Series 29



View Unofficial Transcript
Printing Multiple Transcripts — Back to Request Detail Tab

EMORY

" RequestHeader | Request Detail {_ ReportResults | ReportErrors |

Process Request I
Report Request Nbr: 001167242 Completed Brint
Transcript Type: INTRM Advising Document Ehl pbrt Manager
ind | View 5
=SeqNbr *ID ElEI
James Doalsy Send
*Seq Nbr_*IN

*Seq Nbi

B save | LReturn to Search | 1 Previous in List | +E] \

Request Header | Request Detail | Report Results | Ref CI|Ck to print

¥ seect Al Deseleet Al

Johek 1 caleti Bution 15 dolite the eslectid repactie)

L]

To print ALL requests at once, click on PRINT on the Request Details page.

The image will not change. SAVED will appear briefly in the top right of the
page. When SAVED disappears, click the REPORT MANAGER link on this page.
The process page will appear. Click REFRESH until the process line changes the
status from initiated to POSTED. Notice that the POSTED line has a link appear
under the “Description” heading. Click this link to open the transcript and all
transcripts will be listed in one PDF ready for printing.
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View Unofficial Transcript
Printing Results

The transcript can be printed from the browser directly from the Report Results
page, but by using the PRINT and REPORT MANAGER features, the user will
have a compact easy to read PDF document that is easier to work with.

X to close all windows or click HOME to begin your next OPUS adventure.

7/31/15
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Produce Batch Transcripts
Imagine the Process

Transcripts can be produced in a group or batch. As you prepare to create a
batch of transcripts, it helps to have a mental picture of the batch process.

There are three steps involved in creating batch transcripts. To be successful,
all steps must be followed in this order.

Step 1 - choose the students — Transcript Request

Step 2 - construct the transcripts — Transcript Generation

2 Step 3 - int the t ipts — Int I T ipt Print
l§.7l p print the transcripts nternal Transcript Prin

7/31/15
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Produce Batch Transcripts
Getting Started

Go to the Records Tab and the Academics folder click the link for Produce
Batch Transcripts.

A new screen appears to guide you through the process.

Edit "Records Admin Links-Department” Collection

~(®3. Print a Batch
Internal Transcript Batch Pt

Produce Batch Transcripts
To produce transcripts in batch, follow these three steps:

(/1. Request a Batch
Produce a large batch of transcript requests.

~)2. Generate a Batch
Generate previously created transcript requests.

{E]3A. BATCH PRINT - ADVISEMENT
Print a Range of transcripts - use to print batch
advisement transcripts

Notice that there are two methods listed on this link to Print a Batch. This
document will only cover the “Internal Transcript Batch Print” option. Batch
printing for advisement documents would be located under “Degree Audit”

documentation.
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Step 1 — Transcript Request

Click link 1. Request a Batch.

Batch Transcript Request

[ Eind an Existing Valus { Add a New Value

Run Control ID:| Transcript_Reques] |

Add

Find an Existing Value | Add a New Value

+ Academic Level
% Advisor

%+ Student Group

7/31/15 Office of the Registrar Training Series

Batch Transcript Request

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

Find an Existing Value Y Add 3 New Value

Run Control ID:| begins with |~ Transcript_Reques|

[case Sensitive

soaren ||| clear | asicsearcn B sa

Search Criteria

Find an Existing Value | Add a Mew Value

«»+ Career/Program/Plan

If this is the first time is being created, the user should set-up a Run Control
ID for the first phase. Click Add a New Value. Naming the run control
“transcript_request” is recommended. Hint - blank spaces are not allowed
in run control names, please use underscore for blank spaces.

After the first run through for batch transcripts, the user can easily find and
reuse the assigned run control by clicking Find an Existing Value and SEARCH
or by entering the name “transcript_request” and SEARCH.

Transcript requests can be made using one of the following criteria.
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Produce Batch Transcripts
Criteria for Career/Program/Plan

Batch Transcript Request

Run Control ID:  TranscriptRequest Report Manager  Process Monitor Run

User ID: SHARR1Z Run Control ID:  TranscriptRequest

Request No: 1 Product: S5a Application: SRTSRQST  When: Abvays

Instance: 200599 Status: Processing 061972002 6:53:16AM

“Institution I Transcript Request Criteria Career Acad Prog Acad Plan Term

- - - ¢ ¢ P Graduate Arts Doctoref .

EMORY INTRN Career/Program/Plan GSAS O PHD 7, [ECONPHD O 5145 7y, Economics and Sclences  Fhi y +
Undergraduate L0eral

EMORY = INTRN = Career/Program/Plan = UCOL O LIBAS 0, [ECONBA O 5146 %, Sum 2014 # [=
Emory College Sciences
U 3 Liberal

EMORY = INTRN = Career/Program/Plan = UCOL O LIBAS o, ECONND Oy 5146 O Economics 9 Arts & # =
Emory College Sciences

@save | Steturn 1o Search] +Previous in Lisi| #ext in List| [ENotity Ewadd | UpdateDispiayf

Institution - Defaults to Emory.

Transcript Type - Choose or enter INTRN — Advising Document

Transcript Request Criteria — Career/Program/Plan

Career — Choose the appropriate career (i.e. GSAS, UCOL, GNUR, etc.)

Acad Program — Choose the appropriate program (i.e. PhD, LIBAS, BSN, etc.)

Acad Plan — Choose the appropriate plan or plans (i.e. ECONPhD, ECONBA, CHEMBS, etc.)

Click  to choose more than one transcript group.
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Produce Batch Transcripts
Other Criteria Options

Besides Career/Program/Plan criteria, there are other population choices
available. Required fields for each criteria selection will differ.

Transcript by Academic Level Transcript by Advisor ID

Batch Transcript Request Batch Transcript Request

Run Comtrat 0 Transcriot_Reausst Repod Manace casaMootior R0

Transcript by Student Group

Batch Transcript Request

RunControliD:  Transcript_Request ReporiManager  Process Monitor Run
UseriD: SHARR13 RunControlll:  Transcript_ Request
Requestho: 1 Product s Application: SRTSROST  Whem:  Always
Instance: Status: Pending
“institution _ *Transcript Type “Transcript Request Criteria
a o  Tanster o
EWORY | [INTRN ~| [Student Group v [s08s @ [uTRN = s B
Group
D Sove | L Retur to Search | #0] Moxtin Uit | [T Katity | [Eadd
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Produce Batch Transcripts
Processing the Request

If more than one group or population of transcripts is requested, click the
icon to add another row of criteria. Once all transcript request groups have
been entered, click SAVE.

In the illustration below, the request is for students who have declared
ECONBA as their priority major, students who have declared ECONND &
BUSECON as their second major, and students who have declared ECONMIN
as their minor. Notice that the career is different to capture the BUSECON
group.

After the criteria is set, click the RUN button at top of page.

Batch Transcript Request

Run Control ID:  TranseriptRequest Report Manager  Process Moniter _ RUR |
User ID: SHARR13 Run Control 10: TranscriptRequest

Request No: 1 Product: SA Application: SRTSROST  When:  Abvays
Instance: 200588 Status: Processing 061972002 6:53:164M

“Institution I “Transeript Request Criteria

Liberal

EMORY = INTRN - CareerProgram/Pian - lucoL o [uBas o EConBa 0 [5145 ;,i;‘:‘: :m"w“'"c‘:&f‘ +
Sciences
Liberal

EMORY = INTRN - CaserProgramPian - lucoL o [usas L ECONND (5145 Sum Undargraduate o
L * 2014 Emory Callege gre o

Bachaior

- - - 5 & BUS 1 . Sum Undergraduate of
EMORY ~ INTRN CaeenProgram/Plan UBUS O BBA A BUSECON (5146 O, 500 o - v
Adrrin

Liberal
- . ; . . . Sum Undergraduate =
EMORY INTRN Career/Program/Plan UCOL O (UBAS 3 ECONMIN 4 |5145 L 2014 Emory Callege Ats & I

WSave | {Retu o Search| HProvious in List| Mo in List | =Motity WAdd | Apdataispia]
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;“ Produce Batch Transcripts
Process Scheduler Request Page

The Process Scheduler appears. If these are not already entered, Type =
Web and Format = PDF. If everything looks good, click OK or you can click
cancel to void the process.

Process Scheduler Request

User ID: SHARR1S Run Control 1D: TrarscrptRecuest
‘Server Mame: *  RunDute: 07302012 §
Recurmince L Run Time: 1:35:27PM Resat 10 Cument Dase Tima
Msene
Thna Zonw:

- Agplzation
¥ SRTSRQST SRTSROS Ergina

Web = PDF = |Disibwicn

ox | Cancel

Clicking OK returns the user back to the Batch Transcript Request page. Click
Process Monitor to monitor this process.

Batch Transcript Request

Run Gonto0:  TranscrpReauest o— Fun

Process Instance 6517736

UserID: SHARR1S Run Control ID:  TranscripiRequest
Request No: 1 Product:  Sa Application: SRTSRQST  When:  Anays
Instanca: 200598 Status: Processing  06/19/2002 6:53:16AM

“Anstitution I ‘Transcript Request Criteria  Career Acad Prog  AcadPlan  Torm

Libsral
EMORY = INTRN - Career/Program/Plan - UCOL 0 LIBAS  , ECONBA 0y 5148 \gm gmm Ate® (3] =
L Sciences
Liberal
EMORY = INTRN = CareerProgram/Pian - UCOL 0 LIBAS 0 ECONND O 5146 @ Sor g‘:;‘;l‘:‘;:ms. 7 =]
Sciences
EMORY = INTRN - Career/Program/Flan - UBUS 0, BBA 0, BUSECON 0, 5146 0O ‘:U“':Bu ol ;’wm’ oo
Admin
- Liberal
EMORY = INTRN = Career/Program/Plan - UCOL 0 LIBAS 0 ECONMIN 05146 o oo U d«gwadmmem& +] =
-4 Sclences
save | et 1o Searcr| Brvous in Lst| SN n List | Enowy | o | Fpdase/Display
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; Produce Batch Transcripts
= Process Monitor & Details Pages

Click REFRESH often to monitor process status changes. When the run status
updates to SUCCESS and the distribution status updates to POSTED, a link will
appear under the DETAILS column. Click the DETAILS link. (Note: the most
recently generated process will appear at the top of the list that is displayed.
This is the one you want to monitor. It may take a moment for you to see a
new row appear for a newly requested process. Don’t panic, the process will
appear. Hint: To avoid confusion, the user should set the LAST data to 1 DAY.
The user can also change this to smaller increments of time for easier
monitoring.)

Click to
Open

h Transcript Request

When the DETAILS link is clicked, a Process Detail page appears. Click the
MESSAGE LOG link.

Process Detall

Instance 6517735 Type Apsdcation Erging
MNama SRTSROET Duscription SRTSROST
PRun Status Success Distribution Status Posted
Run Controd ID TranscripgtRequest Haold Request
Lecation Sarver ‘Queue Request
Cancel Ri 3
Sorver BSUNK or e

Dueletn Roquest
Recurmency Restart Request
oatoiene |
Request Crested On 07302014 14242PM  Parmetens Transter
Run Anytinss Aftsr 077302014 135:27PM ["”“‘“ L,
ECT Busezh Tieings
Bagan Process At 07302014 1428600
E0T
Ended Process At 07502014 1431170
T
= Click to open
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;‘ Produce Batch Transcripts
Message Log Results

The Message Log contains the emplids of all the students selected for this request.
If necessary, use the scroll bar to see the full listing of student IDs. For our
example there are 164 empids.

Message Log

Instance: 6517735 Type: Application Engine
Name: SRTSRQST Description:SRTSRAST
Personalize | Find | View 100 | &1 | 8 First B 180 or 164 O Lot
| Explain
AT Transcript request detail record generated for
10 14300PM oot _Explain
e Transcri uest detail record generated for
10 14302PM _ Explain
10 1:4302°M :::d"‘“m St m e US| e,

Important: Each group within the request will be assigned a process number.
Remember our request asked for students with the following majors - ECONBA,
ECONND, BUSECON, and ECONMIN. There will be four process codes (one for each the
groups requested). The user only needs the first and last process code to continue with
the transcript generation process. Locate the first process number (you may see this
on the first page, but it could also be on subsequent page — you must scroll down to
find the number). Note: this process code is not the 1st emplid in the list. The process

code will look like this. . R ;rnazg;c:ﬁmsequest Mumber generated: Explain

Once located, write down the first process number.

Scroll to the end of the list and the last process code will be located near the end of the
list.

10 1:43:10PM ript Request Number generated:

Explain |
Successfully posted generated files to the report

1:43:11PM repositary

_ Explain |

Return |

Hint: Two numbers 002288208 and 002288211 = range for 4 groups
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Produce Batch Transcripts
Transcript Generation

The next process is similar to going to the file cabinet and pulling records. This
process may take a little more time than the transcript request took. Close all
windows and from the Records Tab, click on the Process Batch Transcript link
again.

Click link 2. Generate a Batch.

Batch Transcript Generation

Batr'h Transcrlpt Generatlon Entor pavy infonmntion you hove and click Somch Lessde fokds Dlank for o list of all vedues.
Find an Existing Value |
Find an Existing Value Add a New Value I
Run Control 1D begins with « [Iranscrgl gendesrats

Case Sensitive

Run Control ID:|transcript_generate Soarch | Cloar | Basic Soarct g Save Soarch Crtods

Search Results
Firsi gy teof1 gy Lot

Add

If this is the user’s first time creating a batch, they should set-up a Run Control ID
for the second phase. Click Add a New Value. Naming the run control
“transcript_generate” is recommended. Hint - blank spaces are not allowed in
run control names, please use underscore for blank spaces.

After the first run through for batch transcripts, the user can easily find and reuse

the assigned run control by clicking Find an Existing Value and SEARCH or by
entering the name “transcript_generate” and SEARCH.
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Produce Batch Transcripts
Transcript Generation Criteria

When the Transcript Generation page appears, the following information needs to
be entered.

Institution = Emory
Transcript Type = INTRN

Under Selection Criteria
» Check the box next to Request Nbr and enter the two numbers that were
written down from the previous process. From will be the first number
(i.e. 002288208 and tab) and To will be the last number (i.e. 002288211
— when you tab the first number will automatically populate. If you had
requested more than one group, you will have a process group range.
Enter the last number in the range). After entering the numbers SAVE.

 Then click the RUN button at the top of the page.

Transeript Generation

Run Control ID: transceipl_generate Report Manager Process Monitor _ Run |

T

*Inatitution: EMORY Emary Unvessity Click Run
“Transcript Type: INTRN - Adhising Documant after entry is
= — complete
o start
From T process
% Request Nbr  Report Request 002288208 O 002288211 O
Number:
Request Date
@ save || [=natiy [Bsasd | Flipdateisplay

7/31/15 Office of the Registrar Training Series 42



Produce Batch Transcripts
Process Scheduler Request Page

The Process Scheduler appears. If everything looks good, click OK or you can
click cancel to void the process.

Process Scheduler Request

User ID: SHARR1] Run Control ID: transcript_genanse
Server Name: - Run Date: 077302014 Y
Recumence 4 Run Time: 3.51 34PM Feset 1o Current Date/Time
N
Time Zone: 2

¥ Batch Transoript Generation SRPCTORE COBOL SO (Mana] = (None) = Distrbubon

oK Cancal |

Clicking OK returns the user back to the Transcript Generation page. Click
Process Monitor to monitor the process.

Transcript Generation

Run Control ID: transcript_generate Report Manager Run

Process Instance 6517741

*Institution: EMORY ~ Emory University
*Transcript Type: INTRN  ~ Advising Document
Selection Criteria
From To
@ Request Nbr  Report Request 002288208 O 002288211 O
Number:
) Request Date

& Save | [=]Notify [E¥Add | #Update/Display
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Produce Batch Transcripts
Process Monitor & Details Pages

Click REFRESH often to monitor process status changes. When the run status
updates to SUCCESS and the distribution status updates to POSTED, a link will
appear under the DETAILS column. Click the DETAILS link. (This process may
take longer than the previous process because the system is building the
transcripts for printing. Don’t panic. The length of time it takes depends on the
number of transcript in each grouping.)

Process List || SenverList

GS177F5  Apphcalon Engine  SRTSROST SHARRI3 L0201 1 Swcoess  Posted D

517727 SOR Repart EusROzTE SHARR13 [T0ZOWI0OKIMN - qucens  pusted  Detats

The Process Detail page appears. Click the MESSAGE LOG link.

rlcu:e 55 Detail
Process__________________________________________|

FTp— e Viewing the Message Log for
ot s owmmn "™ | this phase is optional. By
_Rmcmmm mmmmmm : _.,. clicking the Message Log
Locatn S o link, you will now see names
p— el ity appear with the student id

number. This can be
skipped and the user can

Request Created On 077302014 35351PM Transfoer

EDT
Run Anytime After 07302014 3:51:34PM
EDT

Balch Timings

Began Process At 7302014 35408 M:\ move forward to the printing

Ended Process At 07/302014 3.56.54PM
EDT

Click to Open phase .

OK Cancel
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S>> Produce Batch Transcripts
Internal Transcript Batch Print

The next process is similar to going to a printer with file folders and printing the
records. Close all windows and from the Records Tab, Process Batch Transcripts
link, click the link Print a Batch — Internal Transcript Batch Print.

Click link 3. Print a Batch — Internal Transcript Batch Print.

Internal Transcript Batch Prnt
Internal Transcript Batch Prnt Enter any information you have and click Search. Leave fisids blank for a kst of all vahues.

5 - = Search Criteria
Find an Existing Value Add a New Value

Run Control ID: bigins with = (ranscripl_print

Case Sensitive

Run Control ID:transcript_print
Search | Clear | Bassic Search [ Save Search Crersa

Search Results

Add

Transcnpl Prnt Enghsh
transcript peint  English

When printing a batch for the first time, the user should set-up a Run Control ID
for the second phase. Click Add a New Value. Naming the run control
“transcript_print” is recommended. Hint - blank spaces are not allowed in run
control names, please use underscore for blank spaces.

After the first run through for batch transcripts, the user can easily find and reuse
the assigned run control by clicking Find an Existing Value and SEARCH or by
entering the name “transcript_print” and SEARCH.
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x> Produce Batch Transcripts
Print Criteria

A new page will appear. Again the user will enter the request number range that
was generated in the transcript request phase. The user will enter the first number
in the From and last number in the To fields and SAVE.

Then click RUN.

Internal Trans Prt

Run Control  transcript_print Report Process Nonitor Run
1D: Manager

Report Request Nbr Frony: 00228820t

Report Request Nbr To: | 00228821

To Print to a Network-Defined HP Printer, Type = Printer, Format = HP, Output Dest =

use: printer name:

To Print to a Network Defined Line Type = Printer, Format = LP, Output Dest = printer
Printer, use: name

To Print to a Local PC Printer, use: Type = Web, Format = PDF, Output Dest = Blank

(View in Acrobat, then print to local printer)

Not\fy ErAdd | E.deatefDlsplayl
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Produce Batch Transcripts
Process Scheduler Request Page

The Process Scheduler appears. Type = Web and Format = PDF and if
everything looks good, click OK or you can click cancel to void the process.

Process Scheduler Request

User ID: SHARRI3 Run Control ID: transcripl_prrt

Server Name: - Run Date: 0773072014

L Run Time: 42157PM

Rt 1o Current Db/ Time

Pt intemal Transcnplts

EUSKIZIB S0 Report Wab

* POF = Dstnbunon

0K | Cancel

Clicking OK returns the user back to the Internal Trans Prt page

. Click
Process Monitor to monitor the process.
Run Control  transcnpl_pnnt Newrl Run
[[+H Manager

Process Inslance 6517742

Report Request Nbr From: 002208820

Report Request Nbr To:  D0220821°

To Print to a Network-Defined HP Printer, Type = Prnter, Format = HP, Oulput Dest =

use prnter name

To Print to a Natwork Defined Line Type = Printer, Format = LP, Qutput Dast = printer
Printer, use:

name
Type = Web, Format = PDF, Output Dest = Blank
(View in Acrobat, then print to local printer)

To Print to a Local PC Printer, use:

7/31/15
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x> Produce Batch Transcripts
Process Monitor & Details Pages

Click REFRESH often to monitor process status changes. When the run status
updates to SUCCESS and the distribution status updates to POSTED, a link will
appear under the DETAILS column. Click the DETAILS link.

[ Process List_[i
User DSHARRIZ O Type - Last - 1 Dms - |l‘9‘!§."_.|
Sarver = Name 1 instance tn

‘Run Status A Distribution Status

aairraz S0 Report EUSHOZIE SHARRIS o das

EETTT41 COBOL S0 SRPCTORR SHARRTY 2;20-?014 EETC V.
6517735 AppicationEngine  SRTSROST SHARRIS g};;m“ 1.3527PM

6517727 SGRRepart EUSROZTD SHARR1Y gl 0PI TOBSMT - gy

The Process Detail page appears. Click the View Log/Trace link.

Process Detail

Instance GH17742 Type SCOR Report
Name EUSR027B Descript
Run Status Success

Print Internal T
Distribution Status Posted

R
Run Control ID transcrpt_print

Hold Request
Location Server Queue Request
= Cancel Request
Server PSUNX
Delete Request
L Restart Request

Request Created On 07/30/2014 4:24:50PM

Parameters Transter
Run Anytime After 07/30/2014 4.21:57PM Message Log
EOT Batch Timings

Began Process At g?r;'_ramnu 4:25:04PM View Log/Tracs
Ended Process At 07/30/2014 &35 34PM
EDT

Click View Log/Trace

7/31/15
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S~ Produce Batch Transcripts
Y~ View Trace Log/Print PDF Output

A new page will appear. In the middle of the page under FILE LIST is a PDF
file.

View Log/Trace
e
Report I 5067624 Process Instance 0517747 e Log
Mama:  EUSHOGTH Frocess TWpe: 508 feport

Prnt intermal Tronscrgts

v stribution Dotails.

Distrbution BATESTD Expiration Date: V267014
Moda:

S A e
1601 DI04 42534 005558PM EDT
BI0713 OT30G014 42534 0055587 EDT
46,151 DIR302014 42534 D0S558PM EDT

Usen SHARRIY

Double click this link to open the PDF file containing the transcript(s) ready for
printing to your local printer.

T Sy oy rre—— a1
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R\% Student Grades

After clicking this link, the user will need to enter the student’s ID and
appropriate term to view the term’s enrollment and posted grades. Enter the
student’s ID, career, Emory, term on the search page. Clicking the Print and
then Report Manager to print the page.

Doakiey, James Wiy H023365 -] B

SatLnsat 400 Roguiar_|Found Cultursl AnthvLingust

| Feanome: 5 For
Comversion 300 Reguiar [T i
| i == ;""’.‘“"“ -
Graded 3.00 Reguiar [Undergraduste intemshp
|Converson 400 |Requiar |Business Assocations
| Satunsat [1o0 Reguiar | Basketbalintsrmed Soccer |

3. Click Details when Posted.

Report Detail
Report |

Report ID: 5070021 Process Instance:520448 Message Log
Hame: SRTTEP- Process Type:  Crystal
Run Status: Sucoess

SOT021 0520448 GdoFopor  §aaCl ACTM

Click to open

#select Al - Desslect All
Grade Repart

_!,::l.m U:Mu»b\ﬂ:uuwwumtmumw Diatribertion Details
ey Shodory Crawdos

Distribution SATESTO Expiration Date: 102072014
Node:

G bk b

File List
[Name |Fite Size [bytes)  Datetime Created
o 0713172014 2:38:04.062213PM EDT

- CRW SR776P- 6520441 log
4. DOUble Cllck PDF 50912 0773172014 2.38:04.062213FM EDT
sl e 501 O7/31/2014 236,04 062213PM EDT
Distribute To
Distribution ID E Déstribution 1D

User. SHARRIS

Double chck to open the PDF
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EMORY Student Grades Result

The Grade Report PDF results can be printed to the user’s local printer.

Report ID: SRT76P Emory University Page 1 of 1
Grade Report Faun Date 773172014
Fan Time 23743 PM
Name:  Dooley,James Wayne Career: Undergraduate Emory College
D 0022365 Program: Liberal Arts & Sciences
Term:  Spr 1994
Units  Grading Official Grade
Class No. Subject Catalog Session Section Taken Basis Grade Points
1953 ANTH 202 1 101 4.00  SatTnsat W 0.000
Found Cultural Anth/Linguist Lecture
11740 BUS 501 1 000 3.00 Conversion HP 0.000
Economic Analysis For Managers Lecture
11804 BUS 312 1 000 3.00 Conversion NC 0.000
Financial Accounting Lecture
18586 HNE 497R 1 00p 3.00 Graded W 0.000
Undergraduate Internship Lecture
36650 LAW 500 1 000 4.00  Conversion 80 0.000
Business Associations Lecture
21008 PE 105Q 1 000 1.00  SatUnsat W 0.000
Int BasketbalIntermed Soccer Physical Education
Enrollment Totals
--- In Progress --- - Attempted --- - Completed ---
Toward Not Toward Toward Not Toward Toward Not Toward Crade Grade Point
GPA GPA GPA GPA GPA GPA Pointy Average
For Term: 0.000 0.000 0.000 18.000 0.000 7.000 0.000 0.000
Cumulative: 8.000 0.000 70.000 31.000 62.000 8.000 203.800 2911
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%\% Enrollment History &
¥ Enrollment History (NoGPA)

This link provides a summary of the student’s enrollment history and any
degrees earned. The user’s role determines whether the link with GPA history
is viewable. Both links require the student’s information to be entered on a
search page. This is a excellent page where the user can quickly identify if
the student has holds or FERPA notices.

Eraiamass

[Frates Sanswn - Racors and Emvolmars | Ervolment summanes | Evolmat oy ayles | ManMaw - Recoeds arg Ereolmoent + Ereolimnd Summerks - Encolierent History Ho GRA

Entolmant History With GPA, Hald en Reeard Warning! FERFA
View Enrollment History ~ Clh 1o view detais W, View Enroliment History, No GPA

Dosiay Jamos Wayna D0ZzEs 1@ I |“| Dosiny Jamos Weema o6

5151 |Junice N | 70.000 Undeciaed - Adts & Scences

o841 [UCOL [UBAS  |FuliTema | 18.00| 5000 |Jwor Y | 70,000 Prdasophy Maor
0909 [UCOL [UBAS  [FulkTems | 2000] 5000 [Bophomers Y | 3000 Phsoniy Moo
|81 [UCOL [URAE _|FulkTine | 1700 500f |Sophomom [Y | 56000 Prdosaphy Mayor
0919 [UCOL [UBAS  |Full-Tene | 9800 5000 |Frmbowan |Y | 42000 Prasapty Maor
|81 [DCOL UBAS  [FullTima | 17.00] 5000 [frbman |Y | 73000 Phasaphy Major
|80 [UCOL[LBAS[Fusl-Tems 00, 5000 |Frasbeman |Y 5000 Phacmostry Mayor
s | Sremanie s provicist 1 List | B ot | iy

Woeve | SRctunes Sewch | < Freves nList | et in Lint | ety
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%\% Update Expected Grad Date

Changing an expected graduation date can have severe consequences for the
student, academically and financially. Only staff who are authorized to make this
change should use this link.

Students or staff requesting to have this change made, should be directed to the
school’s records representative or dean’s office.

Note: Please do not change the expected graduation date for undergraduate college
students. The Office of Undergraduate Education would prefer that the student meet
with an academic advisor in their office in White Hall to facilitate an expected
graduation date change.
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%\% Update Student Advisor

Advisors can be added or removed from a student’s record. Joining the advisor to
the student’s record allows the advisor to have access to their advisee’s information
within the Faculty Advisor Center. Note: if a student’s record is not active, advisee
information will not appear in the Faculty Center until the student returns and is
once more enrolled. If a student changes their major or minor or transfers to
another undergraduate school within Emory, the student’s information may
disappear from the Faculty Advisor Center.

The Office of Undergraduate Education makes a request each fall and attaches a
PACE advisor to each incoming student’s records. When the student declares a
major, the PACE advisor is removed from the student’s record.

Even though department staff have access to this link to join or update advisee and
advisors, most entries are made by registrar staff. Department or school staff may
send major/minor declarations, along with the student’s advisor name and emplid
number, to the registrar’s email account at registr@emory.edu. The department is
notified when the major/minor has been processed and the advisor attached.

For questions about adding or changing an advisor on a student’s record, please
contact a Student Services Team member within the Office of the Registrar or send
an email to registr@emory.edu.

Instructions for Adding or Changing a Student Advisor follows this page.
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R\\ Update Student Advisor
\) Process — Student Search

Adding or Changing the Student Advisor

Pathway: OPUS Launcher > Main Menu > Records and Enrollment > Student
Background Information > Student Advisor

Enter the student’s emplid or other identifying information on the search screen and
click SEARCH.

Favorites | Main Menu > Recordsand Enrolment > Student Background Information > Student Adviso

Student Advisor

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

Find an Existing Value
~ Search Criteria

ID: begins with ~ [0022365 |
Campus ID: begins with - l—
NationalID: beginswith ~[ |
Last Name: begins with l—
First Name: begins with l—

Include History [[Icorrect History

Search Clear |Basic Search Save Search Criteria
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Update Student Advisor
W Process — Student Search

Click on upper box with the (+) sign on the right to refresh the panel and allow data to
be updated. The effective date changes to current date.

Student Advisor

Jesgiea Wity

: 5
o ) Asar = -aduisor -
e o uc a roradual allage 1
- ram: LIS 2 s o5
A GORMANSTOA |0
Bor TITOE =4 v
Committes:
Advised by Committes Must Approve Enroliment
Must Approve Graduation
D save | L Raturn te Search | [ nowty Flupdatencty B Corect History |

Check to see what majors or advisors are already on the panel(s) that appear below the
second dark blue line.

1. If there is an Oxford panel, it may be deleted when the student is now at Emory College.
Click on the lower (-) sign to delete the panels with the Oxford information. Hint: For
Oxford students, the Academic Career is UOXF and the Academic Program is AA.

1. If the student is declaring a major with an advisor assignment, click (+) under the second
blue line and add the appropriate information. (Guidance on the next page.)

2. If a second major or minor is being added or deleted click on the lower (+ or -) sign
located on the second blue line. Add or delete the appropriate information for the second
major or minor.

3. If a major or minor is not changing, but the advisor is changing, simply enter the new
emplid or lookup the emplid for the new advisor.
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Student Personal Information

The Student Personal Information folder is Located directly under the
Academics folder in the Records Tab. The folder contents are grouped
so that users may find related functions easily. Let’s continue looking
at the right side of the page and take a look at the Student Personal
Information links.

Student Personal Information

View Demographic Data
View Student Photo

View Student Names

View Student Addresses
View Email Addresses

View Student Phone Numbers
View Relationships to Student
View Emergency Contact
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View Demographic Data
— Search Screen

The link View Demographic Data quickly takes the user to the Campus
Community menu — Personal Information — Add/Update a Person. The
Add/Update a Person link allows the user to view only access to
student personal information.

A search page appears. Search by ID or Name and SEARCH. Be sure
to “include history” to see all relevant records.

Favorites - Main Menu » Campus Community > Personal Information » Add/Update a Person
- - - -

Add/Update a Person

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

Find an Existing Value Add a New Value
~ Search Criteria

ID: begins with (0022365
Campus D begins with V||
National ID:| begins with ™ ||
Last Name: [ begins with ™ ||
First Name: | begins with ||

' Include History [Jcorrect History

Search I Clear |Ba3|c Search QSaueSearch Criteria
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Add/Update a Person Component

The Add/Update a Person component has three pages: Biographical
Details, Addresses and Regional. Each of these pages can be accessed by
clicking on the tab at the top or by selecting the link at the bottom of the

page.

Favovrftes Ma]nvMenu s Campus L';ommunitv > Personal Igformaljun s Add/Update a Person

Biographical Details Addresses Regional

Name Dooley James Wayne 0022365
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Biographical Details Tab

This page has several sections of information about the student.
Updating and links to additional data are restricted by the role of the
user.

Student’s Name & ID

I Name Dooley . James Wayne 0022365 |

Personal Information — Date of Birth and Campus ID (N/A)

Date of Birth: 01121952 [ Birth Informafion Campus ID: U1234

Biographical History

Biographical History Find | View All First [ 10164 O Last
*Effective Date:  [g2/23/2013 [ =]
*Marital Status:  [Married v| Asof: [og012008 [

“Gender:

National ID (SSN & ITIN)

Personalize | Find | IE| # First 4] 1-2 of 2 n Last
Primary

[usa @ [Individual Taxpayer Id #
lusa @
Add

[ Social Security Number
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Biographical Details (continued)

Updating and links to additional data are restricted by the role of the
user.

Contact Information — Addresses, Phones, Emails

Contact Information
Addresses  Find | viewAl  First I 1 org I Last | Phone

*Type *Phone Ext Country Preferred
Address Type: Permanent Addresses Mobile v |404-’72?-9900 | | El
Effective Date: 04/05/2015

FAX | [404/555-4444 [ [o30 O =
Status: Active

Permanent | [404/377-9777 [ [ O [=
Country: UsA
pro— Work | [404727-2777 [ [ O =
600 Melrose Ave Add
Decatur, GA 30064

Email

Type Email Address Preferred

Campus |James dooley@emaory edu

Bil Payer | [imtrpl@acl.com |:| E|

Home v| |imtrpl@aol.com O =

Add
Visa/Permit Data Citizenship
Blsave I L\Retum to Search | +[EPrevious in List | +[E]Mext in List | s Refresh I Esrdd | pdale.’Displayl | Include History | [EFComect History
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Addresses Tab

A student may have a multiple listing of addresses. The “permanent”
address is the “home” address. “Dormitory” address is not considered
“directory information” and release is restricted.

Addresses
Dooley James ‘Wayne 0022365
Current Addresses Personsiize | Find | View all | B0 ] 8 First Bl 42012 O Last

Address Effective Date |Status  |Updated By  |Updated ;‘:‘rfmﬁl

600 Melrose Ave James Wayne 04/05/2015 EditNView

Permanent ooty Ga 30064 040522015 Active  pooy 7:20:29AM Address Detail
700 Melrose Ave . James Wayne 04/04/2015 EditView
Local Decatur, GA 30030 041042015 Active ooy 6:15:21PM Address Detail
|Add Address Add Address Types
Effective Date: [04/16/2015 [  status: [J * Permanent
x

Country: USA|QL  United States O Local

[] = Business
Address: Edit Address Address Linkage §

[ * Dormitory

[ * Preferred

Submit Reset [ Diploma Address
[ * Sevis Reporting Address
[0 Mail Services Center

* Active address exists
Explain
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Regional Tab

The Regional Tab may contain self-identified data such as ethnicity and
military history data. (Data is optional & may not be reported)

vE=usa
Ethnicity
[+ Person is Hispanic or Latino If Yes, Select Ethnic Group | V|
Personalize | Find | @| E First 4] 1-40f4 n Last
&;_—“;%“ *Ethnic Group | Description Ethnic Category | Primary | IPEDS Pemer
|usa O |AFRAM ), African American Black ] M [=]
[usa G [COLOMBIA |Q Colombian Hispanic ] O [ | =
|usa  Q |CUBAN ), Cuban Hispanic ] O [ | [=]
[usa  Q HISPA Q) Hispanic, Other Hispanic ] O [ | =
Add

Find | ViewAll  First B0 1 or6z O Last

*Effective Date: liﬂzﬁ 2008 [ Military Status: |N0t indicated V| =]
[ ] Disabled [ Disabled Veteran []vA Benefit
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M/ \

@ Student Personal Information
View Student Photo

Clicking “View Student Photo” takes the user to a student’s photo.
Enter identifying information on the SEARCH page and click SEARCH.
The photo that appears is a student Emory Card photo. In some
instances, photos may not be available. Unfortunately, this link only
allows one student photo to be viewed at a time and is not printable.

avorites | Main Menu > Campus Community > Personal Information (Student) > Identification (Student) : Photo

Photograph

Dooley,James VWayne 0022365

[E5ave | JS\Retumnto Search | +[EPrevious in List | +EMext in List
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View Relationships to Student

Clicking “View Relationships ” takes the user to parent, guardian, or
sibling information that has been provided by the student. Enter
identifying information on the SEARCH page and click SEARCH. *Be

sure to click “include history” on the search screen to see all relevant
data.

Favcln'tes Ma'\n'Menu > Campus C;ommunitv > Personal[nfonuau‘on (Student) > Biogmphical (Student) > Relau'nlnships > Relationships

Relationships Relationship Address Relationship Detail

Dooley,James Wayne 0022365

Relationship First | 4] 10f 7 o Last

*Effective  [P1/12/2009 [ *Status: =

Reea: [ QR [Faen ]

“Name: |DO0Iey 11l James Thomas

Prefix: Maj v Suffix: ,7 Q

Sex: Marital Status: | *Guardian: [Parent v

NID Country: [USA NDType: PR @ National::|

salutation: |Ma.&Mrs. () RelationshipNbr: 1 Same Address as Relationship [

Comment: ‘ ‘
Legacyl Communication Recipients Joint Communication Management |

Blsave | S\Retumto Search | +EPreviousin List | +ElNextin List | Ebadd | Flpdate/Display | ZInclude History [E¥Comest History

7/31/15 Office of the Registrar Training Series 65



View Emergency Contacts

This final link in the Student Personal Information folder provides the
user with valuable student information in an emergency.

* Who should you contact
« How to reach the contact

Favorites | Main Menu > Campus Community > Personal Information (Student) > Biographical (Student) > Emergency Contacts
- - - - B

Emergency Contact Information || Emergency Contact Other Phones

Dooley James Wayne 0022365
Emergency Contact Find | viewall  First B 1or2 O st
+
*Contact Name: [Barb Balisty =
*Relationship: Oth Relat  w O Primary Contact
+¥| same Address as Individual Address Type: |MAIL ~
[/ same Phone as Individual Phone Type: __CELL ~
Individual's Cumrent Address
Country: Usa United States
Address: 700 Melrose Ave

Decatur, GA 30030

Individual's Phone

Phone 404/727-9900 Phone Extension Country

Esave | Rstumto Scarch | 1EPrevious inList | 4ENextin st |
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Enrollment Folder

Quick links to OPUS features are found in folders on the Records tab.
The folder contents are grouped so that users may find related

functions easily. Let’s start at the right side of the page and take a
look at the Enrollment folder.

Enrollment

Add / Drop / Swap / Edit

View Student Schedule

View Schedule Log - by student
Process Block Enroliment
Maintain Service Indicators
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Quick Enroll
) — Search Screen

After clicking the Add/Drop/Swap/Edit link on the Records Tab, a
SEARCH page appears. All values on this screen must be populated
before clicking ADD.

Favortes = Main Menu > Records ang Enrolment > Enrol SEudents > Quick Enroll a Student

Every enrollment action must be

; done as a ADD (never use "Existin
Quick Enroll a Student / value”) ( 9
Enter the student's id or click the magnifying glass to do
ID: [ & a lookup
Academic Career: Q
Academic Institution: EMORY Q 9 Enter the student's academic career like "UCOL" or
Term: Q "PUBH" or click the magnifying glass to do a lookup

e | Academic Institution is always EMORY

Add
4' e 0 Enter the term code like "5149" or do a lookup
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ready to :
P Add/Drop/Swap/Edit

=hli®

The Add/Drop/Swap/Edit link allows the user to use the
Quick Enroll function to perform multiple enrollment actions
in OPUS.

Please note:

s+ Access to perform enrollment actions for a term end for
most staff after the last day of drop/add for the term.

** School administrators may have extended access to
perform enrollment actions on behalf of their school until
the last day of the term.

s After a term ends, only staff within the Office of the
Registrar can perform enrollment actions. Requests for
enrollment actions must be submitted using a grade
change form or by memo from a senior school official.

Enrollment actions are governed by compliance guidelines

and may be subject to the Registrar’s review and final
approval.
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Enrollment Actions

After logging into a student’s record in Quick Enroll, the user will see
several tabs along the top of the page. Each tab contain data elements
that may be needed depending on the enrollment action being
completed.

Click each tab to view the features available enrollment options.

Quick Enrollment

Request 0000000000 James Wayne Dooley ID: 0022365
ID:
Career: Ugrad Coll Institution: Emory Univ Term: Spr2015

=] Enroll - ’— Q /” ding Q Q

Clicking this icon expands the tabs to a single listing for easy access to
the available features.

Reguirement

Grade |Requirement Ind Study

Nbr e 1 2 Taken |Count Base Input |Designation Designation &7, Instructor
=] Enroll - Q Pending Q o 0.00 al |a o No - Q Q Q

Time Grading

Conflict Action Dt | Career | Requisites WaitList Pos

Basis |Permission

Create Transcript Note [ [ ] ] ] [l WaitList Pos
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Enrollment Action — Add
Class Enrollment Tab

When enrolling a student in a class, the ACTION could be
Enroll or Swap.

Let’'s take a quick look at enrolling a student.

1. Under Action choose Enroll and the Class Nbr (if you don’t know the
class number, you can click the magnifying glass and do a class
search. Classes that require a related component such as non-credit
lab or discussion are entered under the Related 1 option.

Quick Enroliment

*
RequestID: 0000000000 James Thomas Dooley Jr. Jr. 1D: 0022365 ‘@
Career: Ugrad Coll Institution: Emory Univ Term:  Spr2011 Submit |
Class Enroliment Unitz and Grade Other Class Info General Overrides Clazs Overrides m

*Action Class Nbr Section Related 1 Related 2
[=]  Enron - 2097] Q Pending Q aQ,

If class requires
a lab, enter
here

Goto: View Enrollment Access Calculate Tuition Study List Enrollment Appointments TermiSession Withdrawal

Student Services Center

B save | s Add | Update/Display
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Enrollment Action — SWAP

SWAP Class Enrollment Tab

Swap allows you “try out” the new class without the student being
dropped or losing their space in a current class.

Under Action choose Swap and the Class Nbr from the schedule that is
to be swapped. Next enter the Change To class nbr or do a lookup
using the magnifying glass to search for the class that is requested. If
you need to swap a lab ONLY, enter the class number in the “Class Nbr”
field from the schedule and in the Change To field. Then enter the lab
that the student would like to swap into in the “Related 1” field.

Quick Enrollment

* B
RequestID: 0000000000 James Thomas Dooley Jr. Jr. 10: 0022365
Career: Ugrad Coll Institution:  Emary Univ Term:  Spr2011 Submit |

Class Enrollment Unitz and Grade
*Action Class Change Section Related 1 Related 2
HNbr To
[=] swap v 4114 Q 3097 Q Latin 370 Pending Q Q

Class to Class to Enter lab if
. Drop Add | needed l

Goto: View Enrollment Access Calculate Tuition Study List Enrollment Appointments  Term/Session Withdrawal

Student Senvices Center

[E save | E‘+Adc|| Update/Display
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Enrollment Action — Add
Units and Grade Tab

"

The following pages are applicable to both enrolling or swapping
classes.

Fixed credit hours cannot be modified, but variable credit hours may be
edited during enrollment from the minimum to the maximum allowable
hours. Please note: OPUS will always default to the minimum credit
hours. Please verify the correct number of hours have been entered for
a variable credit class.

In most cases, a student has the option of changing a GRD to SUS.

Applicable requirement designations for Emory Colleges of Arts &
Sciences classes is viewable on this page. The applicable GER tag will
default to the student’s schedule.

Quick Enroliment

7/31/15

Some classes have
wvariable credit units.

option iz available.

View Enrollment Access

Check with student if this

s this the grading
basis the student
wants?

*
RequestID: 0000000000 James Thomas Dooley Jr. Jr 1D: 0022365 g
Career: Ugrad Coll Institution:  Emory Univ Term: Spr2011 Submit |
Class Enroliment | Units and Grade Y Other Class Info | General Overrides | Class Overrides
- Requirement
Unit Course Grade Grade Repeat Requirement ~ -
. " Designation RD Grade
Taken Count Base Input Code Designation Option
[=] Latin 102 1.00 GRD O Q Q. HAL Mo

Goto: Calculate Tuition Study List Enroliment Appointments Term/Session Withdrawal
Student Services Center
E save | S Add Update/Display
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Enrollment Action — Add
General Overrides Tab

If the term has begun, always use the 1st day of the term as your
“action date” for enrolling, swapping, and dropping.

If your role allows these override capabilities,

Do Not:
e Overrride “requisites, service indicator, career, requisite, or unit load”
unless you are authorized to do so.

You may:
* Override “appointment” when appropriate and if you are authorized to do
SO.
Quick Enrollment
*x B
RequestID: 0000000000 James Thomas Dooley Jr. Jr. D 0022365
Career: Ugrad Coll Institution: Emary Univ Term:  Spr2011 Submit |

Class Enrolment Units and Grade | Other Class Info | General Overrides Class Overrides h

Time  Action ) Requirement Service —
Confict  Date AUONDU  pogignation CAEET pgicater REQUISIES

[+] [=] Latin 102 ] & & a (& (] ] ]

r_’ —
Action date is
| 12011 I

Appointment Unit Load

Goto: View Enrollment Access Calculate Tuition Study List Enrollment Appointments ~ Term/Session Withdrawal

Student Services Center

& save E‘+Add| UpdatefDispIayl

7/31/15 Office of the Registrar Training Series 74



7/31/15

system override

“«-ﬁ, Enrollment Action — Add
R Class Overrides Tab

If your role allows these override capabilities,

Do Not: Override “Closed Class, Class Units, Grading Basis, Class Permission or
WaitList Pos” unless you understand the consequences and are authorized to do

SO.

Never:
Override “Class Links.”

Quick Enrollment
1D: 0022365 * a

RequestID: 0000000000 James Thomas Dooley Jr. Jr.
Career: Ugrad Coll Institution: Emary Univ Term:  Spr 2011 Submit |

Class Overrides |\ |==5H

Class Enrollment Units and Grade Other Class Info General Overrides

" " . ) Class o
Closed Class  Class Links Class Units  Grading Basis Permission Waitl ist Pos

[=] Latin 102 ] ] ] ] [ WaitList Pos

. .
Click here to Only if permission
change Qfﬂdlﬂg number or letter is
basis provided.

Enrollment Appointments Term/Session Withdrawal

Goto: View Enrollment Access Calculate Tuition Study List

Student Services Center
E‘mddl | Update/Display

[El save |
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Enrollment Action — Completed

Click the Submit button to complete the process for enrolling
or swapping.

Submit

* “Success” or “Messages” indicate the class has been successfully
added or swapped.

* “Error” indicates the process was unsuccessful. Click the error link to
view why the action was unsuccessful. If you are unable to resolve
the issue, please feel free to contact the registrar’s office.

¥ Error Messages

Message Sequence: 1 Severity,  Error Last Update DateTime: 04/01/03 1:29:25FM
Permission to enroll in this class is required. (14640,133)
The class falls outside ofthe career of study.
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Enrollment Action —
Sample Error Messages

Message Description Override
Student Already Enrolled in The enrollment request was not processed; the None
Class, Add Not Processed student is already enrolled in the class for the

specified term. Verify class number and term, and
resubmit the request

Student Not Enrolled, Class (XX) The requested enroliment add was not processed. Class Limit
Full The enrollment limit for the specified class has been
reached.

Unable To Drop Class, Will Put ~ The requested drop transaction was not processed.  Unit Load
Student Below Minimum Units  Dropping the class would put the student below the
minimum units required for enrollment.

Time Scheduling Conflict, The class the student is attempting to enroll in hasa Time Conflict
Student Not Enrolled In Class scheduling conflict with an existing class the student

is already enrolled in. Either select another class, or

override the time conflict.
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Enrollment Action —
Sample Error Messages

Maximum Term Student Unit  Add transaction not processed. The student Unit Load
Load Exceeded maximum term unit load would be exceeded.

Enrollment Is Not Allowed For The Add transaction was not processed. The Career
This Class: It Is Outside the student's academic career is not valid for the class.

Student's Career of Study

The Student is Already Enrolled The student is already enrolled in the 'To' class of None
in the 'To' Class of the Swap the swap transaction. The swap transaction was
Transaction, Swap Not not processed.

Processed

(XX) to Enrollin Class, Add Not Consent is needed to enroll in the class. The add Override
Processed. transaction was not processed. Permission Nbr
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DROP! Enrollment Action — Drop

Class Enrollment Tab

EMORY

When dropping a student from a class, the ACTION would be Drop.

You can enter the Class Nbr or you can choose the magnifying glass and
select the class to be dropped from the schedule. Click Submit to
complete the process.

Quick Enrollment

* B
RequestID: 0000000000 James Thomas Dooley Jr. Jr. 10: 0022365
Career: Ugrad Coll Institution: Emary Univ Term:  Spr2011 Submit |
Class Enrollment Y Unite and Grade | Other Clase Info | General Overrides | Claze Overrides h
*Action Class Nbr Section Related 1 Related 2

(=] Drop - 4114 Q T

Goto: View Enroliment Access Calculate Tuition Study List Enroliment Appointments Term/Session Withdrawal

Student Senvices Center

Bl save | E‘+Adc|| Update/Display
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Enrollment Action — Drop
Class Enrollment Tab

If the term has not begun, simply drop the class. The class will be
removed from the schedule.

If the class is dropped between the 1st day of the term and the end of
the drop/add, the class will be removed from the schedule. However,
the class enrollment record will be retained for historical purposes in the
enrollment table for up to 2 years. Because of this retention, students
who are dropped from all classes after the 1st day of class can no longer
be admission revoked.

For those who have extended access to drop classes:

» After drop/add has ended, any drops will automatically record a “W”
grade on the student’s record.

» Users who believe there is a valid reason why a class should be
removed from a student’s schedule after drop/add has ended, should
contact the Office of the Registrar (registr@emory.edu) for guidance.
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E:ﬁi‘ia Enrollment Action — Edit

Normal Maintenance

There are times when you need to make an adjustment to a student’s
enrollment such as changing the grading status or credit hours for a
class. You would perform this using the Normal Maintenance action.

Favories | Moo 5 Ricond ndEnvanent 5 Erval St 5 Chick v a Stidnt Faverites | Man Mo ) Récerds and Enveliment  Envel Shidents 3 Quick Envel a Stident

Quick Enroliment

Quick Enroliment

wabden T i ) 0 bty . [ - -

Career: Wrad Col Institubors  Emery Uei Term:  Sgr 2014 Submt

Career  UgndCol Instauticge  Cmcey Ui Term: 52014 Submd

you wasttiochange-

it cick e magaityny
e
wpnes 1 Ehs e
cias

B | Finowy "+_m4 FupsusDgisy

Click Submit to apply the changes.
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View a Student’s Schedule
— Search Screen

After clicking the View Student Schedule link on the Records
Tab, a SEARCH page appears for the Enrolilment Summary in
OPUS. Enter the student id or last name/first name. The
search results will include all terms and careers of
enrollment for the student requested. Click the appropriate
enrollment term to view the schedule.

Enroliment Summary

Enter any infarmation you have and chck Search. Leave helds blank for a kst of all values

Find an Existing Value

1D: begins with =

Academic Career: = = ¥
Academie Insttutlon: begis wilh = EMORY Q

Term: =¥ Q
Campus ID: begins with =

MNational ID: begins with =

Last Name: begins with »

First Name: begins with =

Term Alternate Key: = » Q

Search Clear | Basic Search B8 Save Search Critenia

Search Results

First LN )
adCol  EMORY 5151 Sor 2016

I !
UgadCol  EMORY 5149 Fall 2014 I Male w s5N

Ugrad Gl EMORY 54 Suma01d | Male = sSN
JgadCol  EMORY 5141 Spr2oid | tMale = 35N
JoradCol  EMORY 5130 Fall 2013 |  Male [T SSN

Wipad Ood EMORY 5131 Spr 2013 | [ Male - 5 SEN

Ugad O EMORY 5129 Fall 2012 I 1 Male 55N

Upad O EMORY 5121 Spr 2012 I Male seN
UpadOd  EMORY 5118 Eal 2011 1 Male saN
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View Student Schedule

The enrollment summary for the chosen term appears.
Please notice the dark blue line on the page. In our example
below, the student’s enrollment summary is on multiple
screens (1-3 of 6).

Find | View Al First BB 1306 B Last

To see the full schedule, click the view all link on this line.

To print a copy of the schedule, click Print Study List. Notice
that “saved” briefly appears in the upper right side of the
page.

Term: Fall 2014 Career:  Ugrad Coll Emoary University Print Study List Report Manager

First [ (] 1-60f 6 Last

Class Nbr Subject Catalog Session Section Status  Status/Reason Acad Pro

ading Basis Units Taken
2988 ENVS 344 Regular 000 Enrolled Enrolled LIBAS Graded 3.00
Q
American Environmental Lecture
History
8216 ENVS 390R Regular 00P Enrolled Enrolled LIBAS Graded 200
Q
Sem On Environmental Issues Lecture
5999 ENVS 442W Regular 000 Enrolled Enrolled LIBAS Graded 5.00
Q
Ecology of Emory Univw/lab  Lecture
6147 ENVS 442W Regular LB1 Enrolled Enrolled LIBAS Non-Graded
Q
Ecology of Emory Univ w/lab  Laboratory
4267 PHYS 141 Regular 001 Enrolled Enrolled LIBAS Graded 4.00
Q eg
Intro Physics | W/Lab Lecture
7534 PHYS 141 Regular LC4 Enrolled Enrolled LIBAS Non-Graded
Q
Intro Physics | W/Lab Laboratory

EL Return to Search | +=] Previous in List | +E| Next in List |
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View Student Schedule

Now click Report Manager. To monitor the process for the
printing, click the Refresh button on this page. When the

document is ready to print, the Status will be POSTED and
the Details link will appear.

i | Administration [[JARE

View Reports For
User ID: BHERRIN Type: - Last - 1 Days - Refresh

Status: ~  Folder: ~ Instance: to:

Report List 2 | = rurst B0 1 ory B Las
- ; !

sues [ [P

Acrobal  pogied  Details

6181395 6755830 Individual Student Study Rpt * pdf)

2:53:34PM

Click the Individual Student Study Rpt link under Description
to print the document.

Bapore Th:  SRETONTE STUDY LIST Fage Mo
P Dats L1s10sE014
Toan Time 14
T Caraar : Unicde rgraduet e Kmory Col lege
B =2 smni . Tavarai Aves 4 Beisncer
Term: ¥all zola
[ToY G e
Wdmss He. e Latad b Awiai = A et Tadswiy Vasis
EETTY e ETTY 1 oo Enrolled =00 Crmded
Amerdean Eovl rermental Hiseory Lecturs
Marhemas ics apdfcience Center N304 o 1E:0000 - 1E: EOOO Alliee, Parrdcl Nichslms
Hopliine Millinm Heys
mzie s swan i oor Errolled . oo G mdms
Ham On Enuirormental Tssuss Lazuurs
Marhemanios andfoisnse Ceneer NI0E " 4:0000 - S: 3000 Kitren, Uriel B
EEETY e Aazn 1 aan Brirollmd B oo G mdmd
Eoology of Emory Uhniw wslab Leoture
Marhemasios snddcience Do e ManG TTh LIO000 - 2 1600 o - Jokn ¥
s1a7 e Aaznn 1 LEL Erealled 0. oo Mon- Gr ade d
Boolowy of Buory Wadv w/lak Lol on wk ox Y
Mathemet 10s andicience Center WID70 T ZiPO0O - 5 I000 Wagn i, Jokan ¥,
753 P el 1 Lia Erarolled 0. o0 Mo G sl ol
Intre Physics I W/ Lab Lsbor mt ory
Mathemat ios andfcisnce Center WZ0d - €:3000 = W: A000 HIng, Thomas Joseph
Donofric,Cordall Jauss
azET YR 141 1 aaL Errolled E-TY Cradad
Tnere Plysios T W/ Lak Laoturs
GCoodrich C. White Mall zom o 10:0000 = 10: 000 HIng, Thomas Joseph
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View Schedule Log — by student

— Search Screen

)

There may be times when a user may want to view when
and who made enrollment changes on a student’s schedule.
This link will provide a history of enrollment actions for a

particular student and term. The link takes the user to the
Enrollment Request Search page.

Enter Academic Institution = Emory and click SEARCH.

Enroliment Request

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

Find an Existing Value

Academic Institution: begins with ~ |emory Q,

Search | Clear |Basic Search B8 Save Search Criteria

7/31/15
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View Schedule Log — by student
— Search Screen

After entering the institution, a search page with multiple
options appears. In the example below, the Academic Career
was — Undergraduate Emory College, the term 5149, and the
emplid of the student. There are several search options in
this panel. The user can search by Emplid of student, User
Id of the person who performed the actions (for example:
sharrl3), and Class Nbr. CLICK the SEARCH button.

The results will appear below the request.

Favgrrces MalnvMenu » Records angEnroI\ment > EnroHSvtudents » Enrolment Request Search

Enrollment Request Search

Academic Institution: EMORY Emory University Search

Academic Career: WUndergraduate Emory College | ~ Refresh Previous Search Result:

Term: 5149 A Enroliment Action Range

Enrollment Request ID: Q Erom Date: 8
Enroliment Request Source: h End Date: g
Enroliment Request Action: hd
Enroliment Action Reason: ,70\ From Date Time: ,7
User ID: | Thru Date Time:

Empl ID: Q

Class Nbr: ’7(:{

¥ Enrollment List

1 5149 2882 ENVS 22TW ucoL
| 2| o 5149 2988 |ENVS 344 ucoL
] I 5149 5999|ENVS 422w ucoL
[ a o 5149 5999|ENVS 422w ucoL
[ 3| I 5149 5999/ ENVS 122w ucoL
| s o 5149 4267 |PHYS 141 ucoL
7] I 5149 2889 ENVS 321 ucoL
] o 5149 8216|ENVS 390R ucoL
| 9 I 5149 8216|ENVS 390R ucoL
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View Schedule Log — by student

— Search Screen

Personalize | Find | 1| 8

Clicking this icon [«

viewing.

* Enrollmant List

expands the tab results for easy

First 4 119 0f 19 o Last

Click the grid box on the dark blue line of the Enroliment List
results to export to Excel.

F17-41PM Sell-Senice Enroliment 1 |Enroll
Eu(:cx 0003519757 %ﬁg‘,j Sell-Sernce Enroliment 2 |Enroll
ucoL 0003519797 gm‘gﬁg: Self-Serice Encoliment 3 |Enroll
!u(:(x DOOAS 19608 gﬁf"ggu Sel-Senace Enrolimant 1| Envoll
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N Block Enrollment Introduction
\)

Introduction

Block Enrollment would be an effective tool to use when making enrollment
actions for a select or large group of students into a specific class or into
multiple classes. Class changes related to credit hours, grades, grading
basis, or Emory College’s (GER) General Education Requirements can easily
be updated to all enrolled students in a class using the Block Enroliment
feature in OPUS. Enrollment actions may include swapping, dropping, or
enrolling students. Block enrollment would not be the appropriate tool to
use when making specific class changes such instructor, title, topic, room, or
time. The block enrollment process is a better option than Quick Enroll
when the entire class or a large group of students will receive the same
enrollment action.

Request for class changes in credit hours, GER tag, or grading basis are sent
to DPSTAFF-L@listserv.cc.emory.edu by departments or schools.
Sometimes a department or school will request that a new course be
substituted for the currently scheduled one. In this case, the block
enrollment feature is used to swap students from the old class to the new
class.
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Block Enrollment
Merging

@

Registrar staff processing a block enrollment due to a
Class Association change should refer to Block
Enrollment: Class Association Change supplemental
documentation located on the registrar internal drive.
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EMORY Creating a Student Block/Class Block
with Merge Process

Navigation: Main Menu > Records and Enrollment >
Enroll Students > Block Enrollment or Type “Block
Enrollment” in search window of Main Menu in OPUS.
There are three menu options: Create Class Block, Create
Student Block and Block Enroll Merge. This document will
review each of these options and how they intersect.

Tip: Do not use the browser back arrow when navigating
through these panels. Make sure you click the tabs to
maneuver between the panels.
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Set Up Block Enrollment
Create Student Block

Create Student Block
1. Click on “Add a New Value”.

2. Enter a name for the Student Enrollment Block. Remember this name.
Click on the “Add” button.

Favtirites MainvMenu > Records and Enrollment > Enroll Students > Block Enrollment > Create Student Block

Create Student Block

Enter a name that you will remember for
Add 2 New Value the Student Block. You are limited to 5
~ characters. This name will become a part
of a large list of student block names used

Find an Existing Value

. W [EMORY by other OPUS users. You may want to
Academic Institution: EMORY'Q write the name down somewhere for easy
Student Enroliment Block:| TESTN| recall. You will need to know the student

block name when you merge the student

Add and class blocks.

Find an Existing Value | Add a New Value
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Set Up Block Enrollment
Create Student Block

3. Enter a simple description (required).
Enter EMPL ID and Career.

5. Click on the “plus sign” to insert Row and enter next EMPL ID. Repeat
as necessary.

6. Save

Tip: For medium or large classes it is recommended to save periodically
after entering several names/career.

Favorites  Main Menu > Records and Enroliment 3 Enroll Students > Block Enrollment 3 Create Student Block

Add multiple students
by clicking the + and
entering emplid and
career

Block Enrollment Students

Academic Institution: EMORY Emary Liniversity

Student Enrollment Block: TEsTy  "Description: | Test Student Group Document

“ID “Academic Career

0022365 @ James Thomas Dooley Jr. UCOL L Ugrad Gol (=]
e ] UCOL @ ygrad Goll ( =

C— 3 aC———3 UCOL & Ugrad Cal \ =

— Q —— UCOL & Ugrad Col \f\ﬁi_—'

Gota Add Merge Process

@ save | [=] Notity | o Refresh % Add | F] Update/Display
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Set Up Block Enrollment
* New Option for Student Block

NEW Option for Setting Up Student Block
Click on “Add a New Value”.

Enter a name for Course Enroliment Block. If possible, use the same

name as Student Enrollment Block. Remember this name. Click on the
“Add” button.

Enter a simple description (required).
Starting July 2015 — a new feature for setting up a student block.

Favorites ~ Main Menu - > Records and Enrollment » > Enroll Students ~ > Block Enrollment~ > Create Student Block

Block Enroliment Students

Academic Institution: EMORY  Emory University
Student Enrollment Block: TSTSH  *Description: | Student Test SH T
Find | View All | 2| = First ‘& 10f1 &/ Last
*Empl ID Name *Academic Career
1 Q, Q, [+ =

Population Selection

] Poputation Setection New feature available July 2015 l

Goto:  Add Merge Process

|Flsave | =] Motify || Refresh

E Add | Update/Display

Create a CSV file with a list of students you wish to enroll. This

can be done by exporting query results from OPUS or by creating
a CSV file using EXCEL.
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Set Up Block Enrollment
* New Option for Student Block (continued)

6. Click on “Population Section” on Block Enrollment Students page.

Block Enrcllment Students
Academic Institution: EMORY  Emory University
Student Enrollment Block: TSTSH  *Description: [Student Test SH e
Find | View All | G First ‘4’ 10f1 &) Last
*Empl ID Name *Academic Career
1 Q Q + =
Population Selection
Populatiun Selection
selection Tool: [ v
Query Name:
Fill Student Block
Gotor Add Merge Process
[Fl Save ||[=] Notify «4 Refresh =, Add 2| Update/Display

7. Create the CSV —tab delimited file of students. You only need the
student’s emplid and student’s career columns. Remove all headers in
your file.

8. Under Selection Tool drop down — choose External File (do not use PS
Query option at this time).

9. Under Attached File — Browse to file your student list file and Upload.
You can click the View File button to the right of the Upload File to
view your student list.
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Set Up Block Enrollment
Create Student Block

NEW Option for Setting Up Student Block (continued)

6. Notice that by using the CSV save function in EXCEL, the list has emplid,
a comma, and the student’s career. The file MUST be in this format to
work properly. |[0022365,ucoL

7. Under File Mapping click the magnifying glass and choose
BLOCK_ENROLL.

8. Click the Fill Student Block and the list will be populated in the panel
above the Population Selection

Block Enroliment Students

Academic stitution:

9. Don’t forget to SAVE your Student Block.
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Set Up Block Enrollment
Create Class Block

Create Class Block
Click on “Add a New Value”.

Enter a name for Course Enroliment Block. If possible, use the same
name as Student Enrollment Block. Remember this name. Click on the
“Add” button.

Fawlrites i Main'Menu » Records and Enrollment > Enroll Students > Block Enrollment > Create Class Block

Create Class Block

, it Enter a name that you will remember for the Class
(e (S Eli e Add a New Value Block If possible, use the same name as the
Student Enrollment Block. You are limited fo 5
characters. This name will become a part of a

Academic Institution: |EMORY O, large list of class block names used by other
. OPUS users. You may want to write the name
Class Enroliment Block: [ TESTN down somewhere for easy recall. You will need to

know the class block name when you merge the

student and class blocks.
Add

Find an Existing Value | Add a New Value

Enter a simple description (required).

Set up the course information and actions. Be sure to select any
necessary overrides.
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Set Up Block Enrollment
Create Class Block

Options for Block Enrollment Actions:

Below are some of the actions most often performed using block
enrollment with examples and instructions.

v" Enrollment
» Enter of select term of the action in Term box.
» Select Enroll as the Action Reason.
» Enter 4-digit Class Number in Class Nbr box.

> If the class is Permission Only, click the Class Permission
box.

» If Enrolling students after the Add/Drop/Swap date, click on
Action Date box. A new box appears for entering the new
date. Use the last day of Add/Drop/Swap for the semester
of the enrollment as the Action date.

» Click SAVE.
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Set Up Block Enrollment
Create Class Block - Enroliment

v" Enrollment (Screen View)

Favorites = Main Menu > Records and Enrollment > Enroll Students > Block Enroliment > Create Class Block

Block Enroliment Classes
Academic Institution: EMORY  Emory University

. L l | ‘Shorl description is required.
Class Enrollment Block: TESTN Description [Test Class Group Document

Find | View All First [ 4] 10f1 ) |

“Term: *Action Class Nbr  Grading Basis Units Crse Count Related 1 Related 2

5128 O Enroll ~ | 1500 |GRD @ 4.00 1.00 Q Q

Reason Drop if Enroll Grade In History 201 000
’— ,— ’_ Formation Of European Society
& & Fall 2012 Regular Ugrad Coll

Trangcript Note ID: Q Repeat Code: Q Instructor ID:

Overiides

Accyesine pullaccess "I class Links || class Permission "] TimeConflict
[”] Action Date: [] career ["] class Units ["] service Indicator ] unit Load
[] Appointment [“I closed Class [l grading Basis [ | Requisites Wait List Okay

Dynamic Dates
] |Choose any applicable overrides that will be needed to permit the

enroliment.
Requirement Designation
[ovrd Requirement Designation Requirement Designation Option: -
Requirement Designation: |HSC History, Society~Quitures Requirement Designation Grade: h

If you are enrolling after add/drop ends, you will be required to
enter an action date of the last date of add/drop for the term of
Goto: Add Merge Process  Class Block Defaults enroliment.
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Set Up Block Enrollment
Create Class Block - Dropping

v" Dropping Students
» Enter or select term of the action in Term box.
» Select Drop as Action Reason.
» Enter the 4-digit Class Number in Class Nbr box.

» If dropping students after the Add/Drop/Swap date, click
on the Action Date box. In the new box that appears, use
the last day of Add/Drop/Swap for the semester of the
drop as the Action date.

» Click on the Class Permission override for Medical School
classes. Most of these classes require permission to drop.

» For Medical School Only, click on the Unit Load override.
When the Medical School drops classes, students may be
allowed to be less than full-time. Do not click this override
for other schools.

» Click OK.
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Set Up Block Enrollment
Create Class Block — Dropping

v" Dropping Students (Screen View)

Favorites  Main Menu > Records and Enrollment > Enroll Students > Block Enrollment > Create Class Block
Academic Institution: EMORY Emory University
Class Enroliment Block: TESTN  "Description: [Test Class Group Document

Shert description is required.

*Term: “Action Class Nbr  Grading Basis Unit Crse Count Related 1 Related 2 =l
5021 @ Drop ¥ | 1500/Q |GRD (
|Action Dt Reason Grade In Journalism 301 00P
1/25112 [ Q Adv News Reporting & Writing
Spr 2002 Regular Ugrad Coll
»
Transcript Note ID: Q Repeat Code: Instructor ID:
Overrides

fccessiD: Gullfceess [ Class Links Class Permission [C] TimeConflict
[l career [ Class Units [”] service Indicator Unit Load
s Appointment [[I Closed Class i Grading Basis i Requisites Wait List Okay
Dynamic Dates \

|Choose any applicable overrides that will be needed to permit the
enroliment.
Requirement Designation

["] ovrd Requirement Designation

Requirement Designation:

Requirement Designation Option:

-
Requirement Designation Grade: v
If you are enrolling after add/drop ends, you will be required to
Goto: Add Merge Process  Class Black Defaus ggtrilr\;lﬁtmm date of the last date of add/drop for the term of
& save | [=] Motify | % Refresh [E% Add Update/Display
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Set Up Block Enroliment

v' Swapping Classes

Tips:

» If the swapping is from a class to be cancelled to a newly created class, the new class
must be created.

» Do not cancel the old class before creating a block of students. See the course
offering documentation on Maintain Schedule of Classes and Schedule New Course
documentation for details on scheduling a class.

» Set the enrollment limit of the old class at “0” to prevent new students from enrolling.

» Print the class roster of the old class before cancelling it. This will give us the grading
basis and units for the students.

» If the roster is for a previous semester, the grades will need to be removed. This can
be done with the block enroll merge using the Remove Grade action.

» If the students have varying units or grading basis, it may be easier to individually
swap students into the class using the Quick Enroll process rather than using the Block
Enroll process.

» Enter or select term in the Term box.

» Enter Swap Courses as Action Reason.

» In the top box below Class Nbr Change To, enter the 4-digit number for the old class.
» In the box directly below, enter the 4-digit number for the class to be swapped into.

» If swapping students after the Add/Drop/Swap, click on the Action Date box. Enter
the last day of Add/Drop/Swap for the semester of the swap in the Action Date box
that appears.

> Click on the Class Permission override box for Permission or Medical School classes.
> Click SAVE.
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Set Up Block Enrollment
Create Class Block — Swapping

v’ Swapping Classes (Screen View)

Favorites = Main Menu > Records anclEnmIIment > Enroll E:tudents > Block En_rullment > Create Class Block

Block Enroliment Classes
Academic Institution: EMORY  Emory University

‘Short description is required.

Class Enroliment Block: TesTy  Description: Test Class Group Document

“Term:

021 &

Action Dt

01/25/2012 3

Biology 142
Organism & Populatn Biol WiLab
Regular Ugrad Coll

1400 Q

Transclipt Note ID: Q Repeat Code: Q Instructor ID:

Override s
Accessp:  Full Access ["I Class Links ["Iclass Permission ["] TimeConflict

[V Action Date. "I career [ Class Units || service Indicator ["|unit Load

|| Appointment josed Ciass | |GradingBasis | |Requisites Wait List Okay

Dynamic Dates T - -
Choose any applicable overrides that will be needed to permit the
" " " enroliment.
Requirement Designation
[T ovrd Requirement Designation Requirement Designation Option: v

Requirement Designation: Requirement Designation Grade: v

If you are enrolling after add/drop ends, you will be required to
enter an action date of the last date of add/drop for the term of
enroliment.

Gotor Add Merge Process  Class Block Defaults

[5) save | = Notify | % Refresh [ Add | 7| Update/Display
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Set Up Block Enrollment
Class Block — Removing Grades

v" Removing Grades

» Enter or select term in the term box.

» Select Remove Grade as Action Reason

» Enter the 4 digit number of class in Class Nbr box.
» Overrides are not needed for removing grades.

» Click SAVE.

Favorites | Main Menu > Records and Enrallment > Enroll Students 5 Block Enroliment > Create Class Block
BIOCK Enroliment Classes

Academic Institution: EMORY  Emaory Lintersity

Class Enroliment Block: TESTN  *Deseription: Test Class Group Document Short description is required. |

Tarm: “Action Class Nbr  Grading Basis Units Crse Count Related 1 Related 2 + E
5110 Q Remove Grade ~ | 1022 3 |GRD Q@
Reason Grade In History 190 002
> Fresheman Sermnar
Fal 2011 Regular Ugrad Coll
Transcript Note ID: Q Repeat Code: R instructor ID:

AccessID:  Ful Access

Class Links Class Permission TimeConflict
Action Date Career Class Units Service Indicator Unit Load
Appointment Closed Class Grading Basis Requisites. Wait List Okay

Dynamic Dates

Requirement Designation

Ovrd Requirement Designation Requirement Designation Option: -

Requirement Designation: Requirement Designation Grade: -

Golo Add Merge Process  Class Block Defauls

W save | [=] Hoaty | s Retresh B mu| ) te/Display
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Set Up Block Enrollment
Class Block — Changing Grades

YV V V V <

YV VY

Changing Grades

Enter or select term in term box.

Select Change Grade as Action Reason.

Enter the 4 digit class number in Class Nbr box.

Enter the new grade in the Grade In box (right below the
Grading Basis box that says GRD or SUS).

No overrides are needed for grade changes.
Click SAVE.

Fnunvrltei Mﬂln.!dpnu > Records and Enrollment > Enroll Students > Block Enrollment > Create Class Block
Block Enroliment Classes
Academic Institution: EMORY  Emory University
Class Enrollment Block: TEsTN  “Deseription: Test Class Group Document Short description is required.
*Term: *Action Clasa Nbr  Grading Basia Unita ~ Crse Count Related 1 Related 2 +[=]
5119 Q Change Grade v 1922 |GRD O
Reason Grade In History 190 002
Q B Freshman Seminar
Fal2011  Regular  Ugrad Col
Transcript Note ID: Q Repeat Code: Q Instructor ID:
AccessiD:  FulAccess Class Links Class Permission TimeConflict
Eﬂlol’l @ Career Class Units Service Indicator Unit Load
Appointment Closed Class Grading Basis Requisites Wait List Okay
Dynamic Dates
Requirement Designation
Ovrd Requirement Designation Requirement Designation Option: -
Requirement Designation: Requirement Designation Grade: -
Co tor Add Merge Process  Class Block Defauts
& save | [=] Moty | L Refresh % Aca | #1 upcateDisplay
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EMORY Set Up Block Enrollment

Merging Student Block or Class Block

Block Enroll Merge

Click on “Add Merge Process” at the bottom of the class set up
screen

OR us the following path

Use>Main Menu > Records and Enrollment > Enroll Students >
Block Enrollment > (Block Enroll Merge)

1. Click on “Add a New Value”.

Favorites  Main Menu > Records drlLlEnIU”lllElll > Enroll S'tudean > Blodk Eruullmenl » Block Enroll Merge

Block Enroll Merge

Enter any information you have and chck Search. Leave helds blank for a st of all valees.

e
Find an Existing Value | Add a New Value |}
—

Limnit the number of results 1o (up to 300y 300
Enrcllment Request ID: begins with =

ID: begins with +

Academic Career: = l v
Academic Institution:  begins with - 6}

Term: begins with o

Class Nbr: = -

User ID: begins with = o
Campus ID: begins with +

National ID: begins with -

Last Name: begins with

First MName: begins with

Case Sensitive

Search Clear | Bacic Search B Save Search Critena
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Block Enrollment
Merging

2. Fillin the name that was assigned for Student Block and
Course Block. (under steps 1 and 2)

3. Click on the “Merge” button.

Favorites  Main Menu  » Records and Enrollment »  Enroll Students » Block Enrollment »  Block Enroll Merge

Biock Envol Mergs || Biotk Eniol Detai || Block En Detaill [ Biock Ervf Defai2

o Request Status: = |
Merge Blocks

Academic Institution: EMORY O Emary Unnersaty
Student Block: TESTN O __________‘————-—"_"__.

Dretail | Creale

Class Block: TESTN O

Academic Career:

Term:

Class Nbr: aQ Detail Status:

Empl ID:
I-"- ety | 2 meesn [ ndd | B Updatemispiay
Block Enroll Merge | Biock Enoll Detail | Block Envl Detaitt | Block End Detail?

4. After processing, select the “Retrieve” button. This will pull
up the information to be merged.
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Block Enrollment
Merging

4. After processing, select the “Retrieve” button. This will pull
up the information to be merged.

Favorites  Main Menu > Records and Enrollment » Enroll Students > Bfock Enrollment >

» Block Enroll Marge
[ Biock Envoil Merge | ikock Enioa Detail || @iock B Deiaill || Block £ Detail2.|

Enroliment Request ID: 000FSEIA31 Request Status: Pending _ Submit

Marge Blocks

Academic Institution: Emaory University

Student Block: Test Student Group Docurment
Detail | Create Maotice that the
MERGE butten is
Chunn Bloci: Tiest Class Group Document no longer active

Detail | Create

Filtering Criteria

Academic Career: a
Term: Q

Class Nbr: Q Detail Status: -

10 see the
be merged

Empl ID: aQ

1 save ] Motity | i Retresh

Black Enrall Merge | Block Enre

Favorites | Main Menu > Records and Enrollment 3 Enrcll Students > Block Enrollment 5 Black Enr
Request ID: 1
__ _ ) e B g ora B
seqd |ID Hame | Term Carmer | status
1 0022365 Dooley Jr. Jarmes Thomas 5129 ucoL
2
3
4 Enroll
& save | 2 .ﬁmwnmsemn| v {f] Nextin Ust | [ Notity | 7 Refresh (5 Ad A
Block Enroll Merge | Block Enroll Detail | Bleck End Detail1 | Black End Detai@®
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Block Enrollment
Merging

5. Go back to the block enroll merge panel and select the “Submit”
button.

6. After processing, check the Request Status for a “Success”
message. If an error occurred, click on the “Retrieve” button to
see which students processed successfully and which ones did not.
For those students who had an error, click on “Detail” under the
“Block Enroll Detail” tab to read the error message for each
student.

Favorites © Main Menu > Records angEnmllment > Enroll S;tudents > Block En'rollment > Block Enroll Merge

Block Enroll Merge || Block Enroll Detail || Block Enrl Detail ||| Block Enrl Detail2|

Enroliment Request ID: 0002989831 Request Status: Errors | m |

Merge Blocks

Academic Institution: Emory University

Student Block: When you see SuccessiMessages,

Detail / Create all students have been successfully
enrolled. When you see "Errors"
Class Block: click Retrieve and click on "detail"
3 to determne what needs to be done
Detail/ Create to process the enrollment. If an
overrride is needed, click the
Filtering Criteria appropriate override and SAVE.
Then return to this page and hit
Academic Career: Q submit again. This will update the =
students with errors to Retrieve
Term: Q Success/Messages.
Class Nbr: Q Detail Status: A
Empl ID: Q

Save ,’_3\ Return fo Search ‘ | JE] MNext in List ‘ E] Notify | 7% Refresh Ef Add 2

Block Enroll Merge | Block Enroll Detail | Block Enrl Detail1 | Block Enrl Detail2
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Block Enrollment
Merging

Favnvrites i MainvMenu » Records and Enrollment > Enroll Students > Block Enrollment > Block Enroll Merge

( Block Enroll Merge Block Enroll Detail || Block Enrl Detail1 Block Enrl Detail2

Enroliment RequestID: 0002989831

Customize | Find | View All | El L] Fir: 4] 140f4

Seq# |ID Name Term Career Class Nbr Action Status |rDETAIL

1 0022365 Dooley Jr_,James Thomas 5129 Enroll Errors

2 1500 Enroll Messages DETAIL
3 1500 Enroll Messages DETAIL
4 1500 Enroll Errors DETAIL

Favorites ) Main Menu > Records amiEnmIIment > Enroll Svtudents > Block Envrullment > Block Enroll Merge

Block Enroll Merge || Block Enroll Detail | Block Enrl Detaill || Block Enrl Detail2

Enroliment Request ID: 00029839831
5 save | £\ Retumn to Search | 1[5 P

Enrollment Request

Block Enroll Merge | Block Enroll Detail | § ID: 0022365 Dooley Jr.James Thomas Institution: Emory University
Career: Undergraduate Emory College ~ Primary Prog: Term: Fall 2012
Seq# Action Class Nbr Grading Basis 1 2 Per
1 Enrol 1500 History 201 o0 [GRDQ | Q | Q |
. Formation Of European Society .
Action Dt Reason Grade In Units Taken
) ) ,7 Q Regular Ugrad Coll ’— Q 100
Error Message: the student will need to be term active _ _
i i Request Status:  Erors User ID: SHARR13

before enrollment can take place. It might be easier to Overrides
enroll the student using the Quick Enroll function in OPUS. Access ID: Full Access | service Indicator

|| Action Date "I closed Class | Grading Basis [”] Time Conflict

. . . . . Appointment ["I class Links [ Permission "] Unit Load
If the correction just involves checking an override, check [ Career [ IClass Units [CJRequisites Wait List Okay
the appropriate override and SAVE. Then return to the Svpamichatss
“Block Enroll Merge” tab and click SUBMIT. You should Messages Find | viewan  First Bl 1 ora B Lot
see the status change to Success/Messages indicating that CEprepErEE= - § Severity:  Error Last Update DateTime:  05/07/12 8:11:42AM
. Student not found on Student Career Term Table. (14640,113) Student s ot term active. 1
a“ errors haVe been Corrected. If problems perSISt, Seek The student was not found on the Student Career Term Table. No transaction requests were processed can term activate and then
- Il the student using Quick
aSSIStance. Er;rrg” e student using (Juic
|
7/31/15
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Block Enrollment
Merge Process “On the Fly”

Occasionally, you may want to use Block Enrollment to process a
few students into a class rather than using Quick Enroll to do
these individually. You can do this by creating a block
enrollment “on the fly”. However by choosing this method,
please be aware that the list of students or class information will
not be saved for future block enrollment actions.

Navigation: Main Menu > Records and Enrollment > Enroll
Students > Block Enrollment or Type “Block Enrollment” in
search window of Main Menu in OPUS. Go directly to Block
Enroll Merge.

Tip: Do not use the browser back arrow when navigating

through these panels. Make sure you click the tabs to
maneuver between the panels.
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Block Enrollment
Merge Process “On the Fly”

1. Inthe “Merge Blocks” located under the Block Enroll Merge
tab, click the “Create” option to set up the Student Block
and the “Create” option to set up the Class Block. Save after
each creation.

Favortes MainMeny ) Reoords and Enroliment 3 Envol Qudents 5 Bock Enroiment 5 Bock Enroll Harge Fovortes MainMenu 5 Records and Envallmant 3 Envoll Sodenls. ) Bk Enfoliment 5 Dock Envoll Nerge

. e Block Enroll Merge
Block Enrol Herge | RERERATIENIN | EREREHECSIIS | ECREDSN Create Custom Student Block

EnrodmentRequestiD: 0300000000 RequestStatus:  Fendng e Mcademic hwthuion:  ENORY oy iersly

Acedemicinsbtuion:  EMORY O Emay University o X ! .. o
Merg 02285 R pockeydr demesThomas  MOOL S pgadca

Studert Block: > 4] v

Clss Block: @ | e |

Academic Career. Fervories | Msis Memu » Records snd Enodment ) Enrol Sudeets o Blocd Enclment 3 odk Laradl Marge
Biock Enroll Merge
Create Customized Class Block

Acadernic Imfitution  FMOAY Eory Lnwersty

Tem:

Clags Nbr Distail Status:

Q

EmplID:

9 8ne | [ olty | 7 Reresh (5 At | I UpdateDisplay

Block Ervoll Mesge | Block Ereoll Detial| Block Erel Detail! | Block End Delai2
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Block Enrollment
Merge Process “On the Fly”

2. Click on the “Merge” button

Favorites  Main Menu > Records and Enrollment > Enroll Students > Block Enrollment > Block Enroll Merge

Block Enroll Merge | Block Enroll Detail || Block Enl Detailt | Block Enrl Defail2 |

Enroliment Request ID: 0000000000 Request Status: Pending Submit
Merge Blocks

Academic Institution: EMORY O Emory University
Merge
Student Block: Q After you enter names in the /
Detail / Create | Student block and set up the

class block, then MERGE these
Class Block: Q

Detail / Create

Filtering Criteria

Academic Career:

Term:
Class Nbr: Q Detail Status: A

Empl ID:

save | fLs Refresh [E% Add | Update/Display

Block Enroll Merge | Block Enroll Detail | Block Enrl Detail1 | Block Enrl Detail2

After merging the “on the fly” student and class blocks,
please refer to steps 1-5 located in this section to complete
the process.
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Maintain Service Indicators

Service Indicators are placed on a student’s record to be

% | Positive notices (informational)

or

@

Negative notices (informational and/or preventive)

» FERPA Invoked — Do not release ANY information regarding this student

Positive notices may alert users that important information regarding the student’s
record is available.

Negative notices may prevent enrollment the release of official documents until
criteria has been met regarding the student.

Service indicators are placed on a student’s record by authorized officials. Service
indicators can only be released by authorizing official or their representative.

FERPA can only be released with written approval of the student.

7/31/15 Office of the Registrar Training Series 113



Service Indicators Search

Click the link on the Records Tab under the Enrollment folder

A search page will appear. Enter the student id or name and
click SEARCH.

Click + ADD A Service Indicator to begin the process.

Please note: the student may have service indicators on
their record. If they do click + to add a row on their record.
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@ Adding a Service Indicators

Student’s name & ID

Service Indicator Code &
Description

Start Term & Date (You may also
enter End Term & Date

Department that assigning the
indicator

Who to contact?

Comments (if applicable)

Services Impacted (if applicable)

Click Apply & OK to SAVE.

Favomtes = Main Menu @ Camgus Communiny Service [ndicators (Soadant) Manags Sarvice Indhcanes.
Add Service Indicator
James Wayre Dooley 0022385
“Institution; EMORY O, Emory Unfversity
*Service ingicator Code: REN O Ribgistrac- Prona Enrotmant
*Service bnd Reason Code: SCH =3 Reguested by Sthool of Stucent
Description: [Sehool Dean has recussted that the enroimen: be

|sonped Ll University obigations ane compieied.

Effect: Magatiee

Start Term: 5156 0 Sum 2015 End Term: o

Start Dute: D420 [+ End Date: Tl

Assignment Details
oeparment: et

Heference:

——. LL.. Cumwncy: (US04

Contact 10 Cantact Parson

Placed Person 10 Placed By

1 CENR
Service indicator Date Tima: 3
User i0: SHARRTS Hams Syia B

ok | came | seow |
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Removing a Service Indicators

Return to the Manage Service Indicator page via the Records Tab link.

Manage Service Indicators

Dooley,James Wayne 00223865

Display:  Effect Institution Emory University v| Refresn o,

Add Service Indicator

Service Indicator Summary Personalize | Find | View Al | 2 | 3 First Kl 1011 B 1ost
Code Reason S Start Term End Term
Registrar- Requested by

REN Prohibit School of EMORY 5156 Sum 2015 04/20/2015
Enroliment Student

Add Service Indicator

Locate the correct service indicator and click on the code. A new screen
appears with the information that was entered earlier. Notice there is a
RELEASE button active in the upper right side of the page. Click the
button and SAVE.

Edit Service Indicator

James Wayne Dooley 0022365
*Institution: EMORY Q Emory University

. . Don’t forget to
*Service Indicator Code: REN Q Registrar- Prohibit Enroliment SAVE at the
bottom of the
*Service Ind Reason Code: SCH Q Requested by School of Student page.
Description: School Dean has requested that the enrollment be
stopped until University obligations are completed.
Effect: Megative
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Course/Class Information

The next folder on the Records Tab contains Course/Class information

"/ Course / Class Information

View the schedule of classes
View Class Roster

Access E-mail Class Roster
Class Permission Numbers
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View the Schedule of Classes
Search Screen

After clicking the link on the Records Tab, a SEARCH page appears.
Criteria Search with Subject Area & Catalog Nbr.

* Academic Institution required.

* Enter Term, Subject Area, and/or Catalog Nbr.

¢ Click SEARCH.
« Click fromresultsto |

Se e C I ass roste r Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Academic Institution: begns with = EMORY 3
Term: begns with = 5156 a

Favortes  Man Meru > Currculum Management  » Class Hoster  » Class Roster

Subject Area: begns with * HIST Q
Catalog Nbr: begins with ~

Class Nbr: = -

Class Section; begns with =

Sesslon; = - -
Course ID: begns with =

Course Offering Nbr: = -

Search Clear | Basic Search | Save Search Criteria

Search Results

The West in Work! Context

8

Sox Wi 2 008652

= | =i
= IS
=
@ |
5

1
EMORY SAF Reqular 006784 1 Topics: Britich History
EMORY 288 1458 SAF Requlsr 023467 1 Spec Topics: History
EMORY 285 2374 SIE Begular 023467 1 Spec Topics: History
EMORY 3EEW 1462 SAF Requlsr 00BBS7 1 Spec Topics: History
EMORY ABTRW 1499 O Soc Wk 72006938 3 riSe Colloquum Europe
EMORY S99R 1500 0PA Soc Wi | 012877 1
EMORY 509R, 1501 0PC Six Wi 20126877 1 Research
EMORY 599R 10z 0P8 Reqular 12877 1 Research
EMORY 5156 HST T99R 1503 0PA SicWk 1012881 1 Advanced Research
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View Class Roster
) — Search Screen

After clicking the link on the Records Tab, a SEARCH page
appears.

Favorites » Main Menu »  Curriculum Mamagement » » Schedule of Classes » » Class Search

Search for Classes

Enter Search Criteria

Search for Classes
Institution = Emory

Institution [Emory University ~]  Term like 5159 for fall 2015
Term [Fall 2015 ~]

Select at l=ast 2 search criteria. Click Search to view your search results,

= Class Search

Subject select subject | I ECON | Economis

] Show Open ClassesOnly  ——" Uncheck to see
Requirement | vl
Designation

open & closed
classes

7 Additional Search Criteria

Meeting Start Time [grester than or equal to ~]
Meeting End Time  [less than or equal to w| o]
Days of Weak include only these days ~

[IMon [JTues [ wed [ Thurs [Fri [ ]Sat [ jSun
Instructor Last begins with % [
Name

Class Nbr ,_ L

Course Keyword [ ?

Minimum Units greater than or equal to v

Maximum Units less than or equal to v [

Course Component | e |

Session | V|

Mode of Instruction | ~]

Campus [ ~]

Location | vl After entering all criteria -
[[] open Entry/Exit Classes Only click Search

CLEAR SEARCH
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\V

View Class Roster
— Class Listing & Details

Search results. Click the class number or section to view

class details

Favorites Main Menu »  Curriculum Management » » Schedule of Classes » > Class Search
Search for Classes Search for Classes
Search Results Class Detail
= ECON 101-000 Principles Of Microeconomics
The following classes match your search critera Course Subject: Economics, Course Career: D=t
Undergraduate Emory College, Shows Open Classes Only: Yes Status @ open Course ID 004755
Class Number 3121 Offer Nbr 1
Session Regular Academic Session Career  Undergraduate Emory College
(] Bc Units 3 units Dates  /26/2015 - 12/8/2015
Class Components Lecture Required Grading  Student Option
Location  Atanta Campus
Campus  Atants Campus
NEW SEARCH | MODIFY SEARCH |
Mecting Information
Days & Times Room Instructor
35 class section(s) found -{ETEID:‘IEMM S |§E§hmpelngv Balding | ke 2015 -
~ ECOH 101 - Principles Of Microcconomics
UasslSed:iDn |[la\rs & Times |Ronm |Inslmdor |Meel:il|g Dates |Ileq Desig |Stal:us | Requirement Designation  History, Socety, Cultures
3121 O0O-LEC TuTh 11:308M - Anthropology  Hashem 05/26/2015 - s ® | Class Availability |
Reaulzr 12:45PM Building 202 Dezhbakhsh 12/08/2015 Class Capacity 170 Wait List Capacity o
Total 42 Wait List Total
UasslSediDn |[la\rs & Times |Ronm |Inslrudor |Med:ing Dates |Ileq Desig |Stal:us | Available Seats 128
3122 Q01-LEC MoWeFr 3:00PM -  Math & Gcience  Zhao Li 08/26/2015 - H5C @
Reqular 3:50PM Center - N302 12/08/2015 Texthook Assignment Pending (assignments not shown to students)
Click to return to list
dasslSediDn |[Ia\r5 B Times |Ronm |In5lrudor |Meel:ing Dates |Ileq Desig |Stal:us | I |
ViEW 52 RESULT
3126 002-LEC Mowe 11:308M -  Anthropology Huge Mialon 08/26/2015 - HSC LAt P
Regulzr 12:45PM Building 303 12/08/2015

dasslSediDn |[Ia\r5 & Times |Ronm |In5lrudor |Meel:ing Dates |Ileq Desig |Stal:us |
00Q-LEC MoWsFr 9:00AM - Rich Building 211 Tong Xu 08/26/2015 - H5C .
Reoular 9:504M 12/08/2015

UasslSed:iDn |Da\rs & Times |Ronm |Inslmdor |Meel:il|g Dates |I'leq Desig |5tal:us |

5181 001-1EC MoWweFr 1:00PM - White Hall 205 Juan Rubio Ramirez 08/26/2015 - H5C (]
Regular 1:50PM 12/08/2015

UasslSediDn |[la\rs & Timas |Ronm |Instrudor |Med:ing Dates |Ileq Desig |Stal:us |
QO2-LEC TuTh 4:00PM - ‘White Hall 102 Edouard Wemy 08/26/2015 - HSC @
Reaular 5:15PM 12/08/2015

UasslSediDn |[Ia\r5 & Times |Ronm |In5lrudor |Meel:ing Dates |Ileq Desig |Stal:us |

5580 003-LEC TuThFr 9:004M - Anthropology Margarita Zabelina 08/26/2015 - HSC (]
Regulzr 950AM Building 107 12/08/2015

UasslSed:iDn |[la\rs & Times |Ronm |Inslmdor |Meel:il|g Dates |Ileq Desig |Stal:us |

5737 Q04-LEC TuThFr 12:00PM - Anthropology Edouard Wemy 05/26/2015 - HSC 0]
Reqular 12:50PM Building 105 12/08/2015
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View Class Roster
— Search Screen

After clicking the link on the Records Tab, a SEARCH page appears.
Criteria Search with Class Nbr.
* Academic Institution required.
 Enter Term and 4 or 5 digit class nbr. (1498)
¢ Click SEARCH.
* Click from results to
see class roster.

Favovrrces i MainvMenu > Curriculum l‘janagement i C\assBoster » Class Roster

Class Roster

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

Find an Existing Value

Academic Institution: begins with ~ [EMORY Q
Term: begins with = ‘5156 Q
Subject Area: begins with ~ ‘ Q
Catalog Nbr: begins with ~ ‘
Class Nbr: = - | 1498
Class Section: begins with ~ \
Session: = hd -
Course ID: begins with ~ \
Course Offering Nbr: = -

Search Clear Basic Search =] Save Search Criteria
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View Class Roster
— Search Screen

After clicking the link on the Records Tab, a SEARCH page appears.
Criteria Search with Class Nbr.
* Academic Institution required.
 Enter Term and 4 or 5 digit class nbr. (1498)
¢ Click SEARCH.
* Click from results to
see class roster.

Favovrrces i MainvMenu > Curriculum l‘janagement i C\assBoster » Class Roster

Class Roster

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

Find an Existing Value

Academic Institution: begins with ~ [EMORY Q
Term: begins with = ‘5156 Q
Subject Area: begins with ~ ‘ Q
Catalog Nbr: begins with ~ ‘
Class Nbr: = - | 1498
Class Section: begins with ~ \
Session: = hd -
Course ID: begins with ~ \
Course Offering Nbr: = -

Search Clear Basic Search =] Save Search Criteria
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View Class Roster

The class roster page contains information about the class at the top of
the page. The enrollment status defaults to “enrolled” and enrollment
capacity list the maximum enrollment limit and the number enrolled.

In the next link, we will discuss communicating with students enrolled

in a class.

Favortes = Main Menu > Curriculum Management > Class Roster > Class Roster
- - - -

Class Roster

Summer 2015 | Regular Academic Session | Emory University | Undergraduate Emory College

7 HIST 314W - SAF (1417)
Topics: British History - First Among Equals (Lecture)

Days and Times Room Instructor Dates
TBA TBA Sheila Cavanagh 06/29/2015 -
08/07/2015
*Enrollment Status:  Enrolled v
Enrollment Capacity: 15 Enrolled: 5
Enrolled Students Personalize | Find | B0 | 8 First B 1-5 of 5 I Lact
Select (ID Name Grafie Units (Program and Plan Level
Basis
Liberal Arts & Sciences -
1 O Graded | 4.00|Sociology/Economics & Senior
Mathematics
Liberal Arts & Sciences -
2( @ Graded | 4.00 History/Biology Senior
Liberal Arts & Sciences -
3| O Graded | 4.00 Favdo iy Junior
Liberal Arts & Sciences -
4 D Graded| 4.00 American Studies/History Senior
Liberal Arts & Sciences -
5 O EmiEl 20T History/Mathematics SETD
Select All Clear Al

notify selected students |

4\ Retumn to Search | 4[5 Previous in List | 4[5 Next in List |

Office of the Registrar Training Series
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% Access E-mail Class Roster

Please refer to “View Class Roster” documentation for guidance in
searching for a particular class roster. This link provides the user with
a quick method to communicate with one, a few, or all students
enrolled in a class.

HIST 190 - 000 Freshman Seminar (Fascism & Resistance in Italy)

Seminar (2802)

Spring 2015 | Regular Academic Session | Emory University | Undergraduate Emory College

~ Meeting Information

Days & Times Room Instructor Meeting Dates

Mo 2:00PW - 430P1  |DOX Compuler CIASSIOOM - ey Agamson 01M312015 - 0412772015
*Enroliment Status: Enrolled hd

Enrollment Capacity: 12 Enrolled: 9

Check the notify Enrolled Students Personalize | Find | El| i First n 19 of 9 u Last
Grade
box next to each

i D Hame . i Frogram and Flan Level
Hotify Basis Units |Program and Plan Level

Liberal Arts & Sciences - Undeclared -
student who B A & Sciences soenemers
Liberal Arts & Sciences - Undeclared -
needs a 20 Arts & Sciences Freshman
Liberal Arts & Sciences - Undeclared -
communication. L4 A & Sciences Sopnemere
Liberal Arts & Sciences - Undeclared -
. Way! ! '
4 l:‘ 0022365 DooleyJames Wayne | Graded 3.00 Arls & Sciences Junior
Liberal Arts & Sciences - Undeclared -
5| ] Ants & Sciences Freshman
Liberal Arts & Sciences - Undeclared -
6| [ Anls & Sciences SIS
Liberal Arts & Sciences - Undeclared -
7 : Sophomore
The user can click - re & Sdences :
2 D Liberal Arts & Sciences - Undeclared - Sophomore
IIS ” : Ants & Sciences
elect All” to notify all
y o| O Liberal Arts & Sciences - Undeclared- |
Arts & Sciences
students.
| Select All Clear All
N I : « .
Click “Notify” when ready to
Motify Selected Students Motify All Students .
send an email.

& Return to Search |E Notify | %
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%b Access E-mail Class Roster

A new screen appears. All student emails are listed as BCC
recipients to protect privacy. A copy of the email is sent to
the inbox of the person sending the message for retention.
The subject of the email “from the desk of ???” User may
type the message to be sent in the “Message Text” box.
When ready click the “Send Notification” box.

Send Notification

Type e-mail addresses in the To, CC or BCC fields using a comma as a separator.

Notification from Sylvia Harris

From: sharr13@emory edu X
——— | Copied to Emory emailacct. }—————
To: sharr13@emory.edu
CC:
mEE: Student Email Addresses
Subject: =From the desk of Sylvia Harris=
Message Text: Q}‘

Type message here

SEND NOTIFICATION
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% Class Permission Numbers

Permission numbers are a unique selection of numbers assigned to
classes that allow the student to override class restrictions. After
clicking the “permission number” link on the Records Tab, the user is
taken to a search page. Enter the term, subject and catalog number
for the class and SEARCH. Note: All classes have assigned permission
numbers.

Favorites = Main Menu » Records and Enrollment » Term Processing » Class Permissions > Class Permissions
- - - - -

Class Permissions

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

Find an Existing Value

Academic Institution:  [= /] [EMORY x O

Term: = v |5151 Q

Subject Area: = v [ENGCW Q
Catalog Nbr: begins with »|[271w

Academic Career: = v| [Undergraduate Emory College v
Campus: begins with » |[ATL Q
Description: begins with v||

Course ID: begins with v || Q

Course Offering Nbr:  [= v Q

Academic Organization: | pegins with v |

[Jcase Sensitive

Search I Clear IBasic Search g Save Search Criteria
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%b Class Permission Numbers

All permission required classes require a permission numbers to allow
students to enroll or a department staff override. Most permission
required classes can be identified because the section number ends
with a “P”. Most directed studies/research or supervision classes
require permission.

A permission number is unique and may only be used to enroll in the
class for which it was created. Caution: multiple sections have unique
permission numbers that are not interchangeable or applicable to
another class section.

Note: All classes in all careers have assigned permission numbers
when the classes are created, whether the class requires permission or
not. In this situation, the permission number allows students to enroll
when the offering is outside their career, the class is closed, requisite
is not met, etc.

A class permission may be set-up to add or drop a class. In each
instance, the permission number will be unique.

Permission numbers have an expiration date. Permission numbers
have override options but options can be restricted.
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% Class Permission Numbers

After clicking the SEARCH, the class permission page will appear.
There are two tabs. One for “Permission to Add” and the other for
“Permission to Drop (if applicable)”. Each tab has unique numbers for
the applicable action.

Favorites © Main Menu > Records and Enrollment > Term Processing » Class Permissions » Class Permissions
- - - - -

Permission to Add Permission to Drop |

Course ID: 005189 Course Offering Nbr: 1
Academic Institution: Emory University
Term: Spring 2015 Ugrad Coll Class Information located at the
Subject Area: ENGCW Creative Writing top of each page.
Catalog Nbr: 271W Introduction to Poetry Writing
Class Section Data Find | ViewAll | First Bl 1012 I Laat
Session: 1 Regular Academic Session Class Nbr: ara Class Status: Active //
Class Section: Caution: look for Class Type: Enroliment Section . :
correct section # Each section has its
Component: Seminar Instructor: Armour-Hileman, Victoria own set of unique
permission numbers.
Student Specific Permissions

Expiration Date;  [01/20/2015 [
Permission Valid For:

Closed Class Requisites Not Met Consent Required Career Restriction Permission Time Period L

¥4 v ] W
If more permission are needed, enter the number and
. "generate" and then don't forget to SAVE or additional numbers
Assign More | MI | will not be valid.
Permissions:
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% Class Permission Numbers

Under “Class Permission Data,” the user can assign, verify who and
when the permission number was used, and write comments. This

data can be appears condensed into multiple tabs [EE=rm—ar ) = |
but can be expanded usi is icon

The table can be downloaded by clicking the red/blue grid

Class Permission Data Personsize | Find | B0 38 First B 4300120 B s
T ———
N N N N T S
Seq ued Permission Closed  |Requisites |Consent |Career  |Time
Number |ID LEL Issued |Issued By Date Status. Use Date  |Expiration Date |Class Not Met Required |Restriction | Period Comments

1 |300760 Used 01/0712015| 0172012015 ) W W v v | =]
2 [e4s210 Used 01132015(01/202015 | i v v I =]
3 |07 Used 11042014{ 01202015 | W ¥ v Fl =
4 [345792 Used 10e72014{01202015 | ¥ ¥ ¥ Fl] [ =
5 [o41e5s gfjgp':j” 0inz2015(01202015 | & & =7 o [ =
6 |340663 Used 11/04/2014] 01/2012015 ~ ¥ ¥ I~ ¥y \ =1
7 |421798 Used 11/18/2014] 01/2012015 ~ ¥ ¥ I~ ¥y \ =1
s [so17e2 Used 11242014f 01202015 | ™ = v & [ =
5 [30s221 Used 11242014f 01202015 | v W v 5 [ =
10 |491085 (] Not Used (0120201 ) | = 7] 7] 5] £ [ =
11 654442 Used 11112014fo1202015 | v I v 5 [ 5]
12 |8s0382 Used 11112014fo1202015 | v I v 5 [ 5]
13 646026 Used 11242014f01202015 | v 5 v v [ =
14 |153057 g?g:p‘gj” 01142015(01202015 | 4 v ¥ ¥ ¥ [ =]
15 236700 Used 11242014f01202015 | v i v ¥ [ =
16 |o791ds i Used 11242014f01202015 | v i v ¥ [ =
17 |105058 | O Not Used (017202015 [ | B4 [ 7] ] ] \ [=
18 [226278 . | gﬁ::p'::” 11n5n014forz0m015 | @ W 51 51 & [ =
19 |278108 | O Not Used Im@ =i} ¥ [~ ] i) [ =
20 [a21320 || Used 12/2412914| 01202015 | ¥ ¥ W v 4 [ =
21 [434605 O Not Used |Im i W W ) i) [ =
22 [119359 O Not Used (0112012015 3] | &4 (v} (v} v} =i} =
23 |405823 O Not Used (0172012015 3 | &4 (v} [~} ¥} =] =
24 |842600 O Not Used (0172012015 3 | &4 (v} [~} ¥} =] =
25 [113085 O Not Used (012072015 3 | & 4] ] & & =]
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%% Student Services Center
D Quick Reference Guide

This guide is a quick reference to assist students when
navigating the Student Center in OPUS. Information on the
left side in the blue column provides more detail about the
illustration located on the right side of the page.

Academics:

James's Student Center :

Student's Name and Emplid

Academics

(Quick Links )

Enroll

My Academics

Degree Planning

Request Emory Transcript

Click the “SEARCH FOR CLASSES™ to view
class offerings by term_

Pull down “other academic ..."

Enrollment Verification
Enrollment Add

Enrollment Drop

Enrollment Edit

Enrollment Swap

Exam Schedule

Grades

Transcript View Unofficial
Transfer Credit Report

View Schedule and Textbooks

Cwick Links

M Aadamics
Degree Planning
Request Emon Transcript

otier scademic.. v (%)

This Week's Scheduls

ENVE 445-E8F .
Bl
it o

TR
vy cart
i

E4ACH FOR CLngsEs| \

to view more options. IB\DDP;' I’oEGra uu%ticzn|
Apply for Graduation Gr:u"'::: Higtl(:fye atalog
Prowse c_o e Enroliment Verification
Course History Enroliment: Add

Enroliment: Drop

Enroliment: Edit

Enrollment. Swap

Exam Schedule

Grades

Transcript: View Unofficial
Transfer Credit: Report

View Schedule and Texibooks
other academic...
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Student Services Center

Finances:

Finances
My Account Account Summary
My Account Biling ! Account Inguiry

- _ Payment Options Total Account Balance:
(Quick Links) Make an EmoryCard Deposit
Billing /Account Inquiry

A 1.50% finance charge is assessed
Payment Options iew 1093-T Tax View Account Detail on past due balances.

Make an Emory Card Deposit

other account .. w|(3%)

Direct Deposit Setup
View 1098-T Tax Data

Financial Aid
Link to Emory Financial Aid —
Pull down “other account .." A t Detail
- - ccount Detal

t i -

O ViEw more options. Bill Payer Email Addr
Account Detail Bill: Monthly
Bill Payer Email Addr Bi||'l Registration
Bill Monthly Courtesy Scholarship
Bill Registration Payment On-Line
Courtesy Scholarship Payment Plan Setup
Payment On-Line Pymt ForeignCurrency
Payment Plan Set-up Student Financials FAQs
Pymt Foreign Currency account

Student Financials FAQs
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Student Services Center

Personal Information:

Personal Information

(Quick Links) .

View D hic Data Wigw Emnergenty

iew Demographic Da Contacl
View Emergency Contact Mames
Names Cuest Access
Guest Access Healt Insurance Yiaiver
Health Insurance Waiver Emergency 2lert
Emergency Alert

oherpersonal. - @

N

Contact Information

Freferred Address Home Address
1525 Cliftan Rd
Seaily 2863 Mlanta, GA 203224200
Cell Phone Campus Email
A04T2T-9028 james.dooley@amaoryadu

¥ Personal Information

Pull down “other personal_.”

to view more options.
Achievements and Activities
Addresses
Email Addresses
Honors and Awards
Phone Numbers
Privacy Settings
Publications
Religious Preference

Achievements and Activities

Religious Preference
other personal...
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Student Services Center —
Admissions

Admissions:

Admissions

(Quick Links) Emory School Links

o not have any pending
applications at this time.

‘ @ You d t h.

Emory School Links
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Student Services Center

Communication

Communication Links

Students should check these links often for important communications

Announcements ~ Announcements
Mo Mew

details >
Announcements

Communications

Communicatione

Unroad -
Communications

Holds and Clearances
Check often!

This area will display any holds you may have

¥ Holds and Clearances
on your record.

No Holds.

Holds may keep you from registering
in classes or have other penalties.

~ To Do List

To Do List

- I Admissions: 15
This area will display tasks that you need to . Ol
complete such as turning in a transcript, 1A T
taking an assessment exam, or other

: details
requirements.
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Student Services Center —
Enrollment Data

Enrollment Data

Enrollment appointment assignments or Shopping Cart Appointmont

open enrollment information can be found *Your Shopping Cart for the Fall
. ’ 2014 Regular Academic

at this location. Secsion secsion is available

for use heginning March 18,

2014

~ Enrollment Dates

Open Enroliment

Enroliment Appointment
“You may begin enrolling for
the Fall 2014 Regular
Academic Session session
on April 14, 2014
[ 3
details

¥ Academic Advisor

Academic Advisor

Contact information for your advisor Program Advisor

Anne Hall
ahallD4@emory.edu

details P

Emory Links
(Quick Links)
Blackboard
Email for Undergraduate

Blackboard
Email for Undergraduates

I
Housina/Dining
Parking

EmomyCard

|
Your Patient Portal

A(
HR Self Service
HR Self Service
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Student Services Center —
Undergraduate GER Queries & Sustainability Fund

Undergraduate GER Queries
aduate GER Querie BE

. 1L Finet. :
This link allows undergraduate students to SEE e

easily query term offerings to find classes
that meet specific General Education
Requirements for their degree. (Link is not FEI1¥. Math & Quantitaive Reason
available on Student Center for graduate F5¥. Science, Hature. Technology
students.) F=I¥1. History, Society, Cultures
=¥l Humanities, Arts, Perform

1. First Year Writing Req
=l w. Comtiniiing Writing Req

1L Personal Heatth
[EI1%, Physical Education & Dance

Sustainability Fund

The Student Environmental Fund is a project that
provides monetary resources for Emory to
measurably reduce campus environmental
impact. Itis designed to be a student driven
catalyst for change and to address our most
serious environmental problems.

Learn more at this link. Emory Student Environmental Fund

http://sustainability. emory.edu/page/1054/Student
-Environmental-Fund
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EMORY
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%ﬁ Emory Student List by Plan Org

This link on the Records Tab allows users to pull up information
regarding students whose academic records meets certain criteria.

Enter:
Term (required)
Academic Career (required)

Required one or the other -

Academic Plan (view all student who are currently enrolled who have
an active academic plan for the term — i.e. ECONBA, or ECONND, or
ECONMIN)

Academic Organization (view all students who are currently
enrolled within an Academic Organization — i.e. ECONOMICS,
HISTORY, BIOLOGY. Includes all major associated with the
organization — i.e. BUSECON, ECONBA, ECONND, or ECONMIN)

Favortes | Man Menu Records and Envolment > Envolment Summanes  »  Emary Student List by Plan Org

Term: | Q N
Academic Caresr: Q : 2
Academic Plan:

Academic Organization:

Bersonalize | End | 2 8
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Emory Student List by Plan Org

View by Academic Plan:

Favgr'n:es Ma\nvMenu > Records ang Enrolment > EmrnllmentvSummaries »  Emory Student List by Plan Org
Term:|5151 O er .
Academic Career[ICOL A j Search Use magnifying glass to lookup values
Academic Plan: ANTHBA Q
Academic Organization: Q
Personalize | Find | EI| A First B0 1.29 of 20 I Lac
gi;mﬂ Total Hours Earned ] 2| Academic Plan Type
1 Freshman ANTHBA MAJ
| 2] Senior AN’ HBA MAJ
E e [f a studentis not active (on leave, not active Sophomore _[ANTHEA MAJ
4 Senior ANTHBA MAJ
3 for the term, or degree has been awarded), Ee . A —
|8 they will not appear in the listing for the Junior JF |ANTHBA A
_? . Senior ANTHBA MAJ
|| term. If no changes to major and they have Senior/ | ANTHEA MaJ
9 . . Senirr ANTHBA MAJ
o not graduated, they will appear in the next edor |imiea A
| ] term their record is active. UF o [FOER ST
12 Junior ANTHBA MAJ
[ 13] ' [Senior ANTHBA MAJ
14 . Junior ANTHBA MAJ
] » Data in each column can be sorted. TR an
| 16] Junior ANTHBA MAJ
17 . . Sophomore |ANTHBA MAJ
8| e Data can be downloaded to Excel by clicking o 5 =
19 the download option (red/blue grid icon) on Senior __|ANTHBA MA)
20 Senior ANTHBA MAJ
| 21] the page. Senior ANTHBA MAJ
| 22| Senior ANTHBA MAJ
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Emory Student List by Plan Org

View by Academic Organization:

Favortes  Main Menu > Records ang Enrolment > EnrollmentvSummar\es > Emory Student List by Plan Org

Term: 5151 O
Academic Career: UCOL O s Use magnifying glass to lookup values
Academic Plan: Q/
Academic Organization; ANTHRO Q

™
Personalize | Find | EI| L First B 1207 of 207 I Last

Cumulative

GPA Total Hours Eamned Level Academic Plan Academic Plan Type
71 RELANTHND MNP
2] * Notice that the academic plan includes a listing of HEE&:I::: =
4] students in all applicable plans for the academic [REANTHBA WAy
o organization in the career. This listing would also list any Hgiﬂzi:gz N
7 business students who have declared a 2"¥ major at [REcAnTHER WA

8 ECAS ||RELANTHEA MAJ
) . {|ANTHND MNP
| 10/ . . . ||ANTHND MNP
—i1 ¢ If astudentis not active (on leave, not active for the [l E
% term, or degree has been awarded), they will not appear III::I::E ﬂ::j
K2 in the listing for the term. If no changes to major and [lanTHND MNP
o they have not graduated, they will appear in the next Hiﬂ::g o
7] term their record is active. [IaTrnD MNP
18] ||ANTHND MNP
5| = Datain each column can be sorted. Iml::g s
| 2] o {|ANTHND MNP
22| * Datacan be downloaded to Excel by clicking the [fanTin MNP

23 ; Py ||anTHND MNP
i download option (red/blue grid icon) on the page. Heorinan —

Office of the Registrar Training Series 139



7/31/15

Supplemental Documentation (available upon request)

OPUS 101 Definitions

Overview of the Faculty/Advisor Center
Printing a Class Roster

Printing a Final Grade Roster

Faculty Self-Service Waitlisting
Student Self-Service Waitlisting
Staff Self-Service Waitlisting
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If you have questions about any of the materials
covered in this document, please contact the Training

Coordinator in the Office of the Registrar at

registr@emory.edu. Thank you.
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