


NOTE

The system is frequently being updated
and improved. At the time of this
publication, all features and screen shots

are current.

An electronic version of this guide and
other manuals and guides can be found

at www.case.edu/projects/erp/sis

The Student Information System (SIS) provides a secure, flexible, web-based environment for
creating and managing academic records.

Detailed definitions of terminology displayed in bold throughout the guide can be found on
pages 22 and 23.



Dear Students,

Welcome to Case Western Reserve University’s Student Information
System (SIS).

The SIS is a secure, flexible, and powerful web-based environment
for managing and maintaining your academic records. Special
features include:

® Web based system that you can access anywhere, anytime

® Easy access to your academic information

e Enrollment shopping cart with validate feature

e Enhanced degree audit reporting with capability to integrate
directly with the registration process

* Ability to create a “what if” degree audit report

e Electronic Planned Program of Study to assist graduate students
with degree progress

e Semester schedule and configurable weekly schedule

e Access to financial information

® Easily add/update personal information

* Ability to create an account for authorized users
(e.g., your parents)

| hope this user guide provides good information about using the
SIS. If you have any questions regarding the system, please direct
them to the SIS project team listed in the Contact Information
section of this guide.
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DONALD L. FEKE
Executive Sponsor for the Student Information System
Vice Provost for Undergraduate Education

WELCOME TO SIS



HOW TO SIGN IN AND O

Sign in is simple and secure.

(CASE WESTERN RESERVE
L IVERSITY

The URL to access the system is www.case.edu/sis

g g o . Student Information System Sign In
Sign in using your Case Network ID and the associated password. - g

User ID: L |
Password: |7 |
Signin
TIP  User ID and password are case sensitive. The user ID must be
. . xxEREEEE WARNING **kxksss
emered In |0W€I’CGS€ Ieﬂers (exomple. GbC] 23) This is a private system. Unauthorized access to or use of this
X system Is strictly prohibited. By continuing, you acknowledge your
Save the URL as a favorite. awareness of and concurrence with the Acceptable Use Policy of Case
Westemn Reserve University. Unauthorized users may be subject to
B criminal prosecution under the law and are subject to disciplinary
No VPN required. actlon under University policies.

Once in the SIS, do not use the Internet browser’s Back
button—this could cause loss of information.

Office of the Registrar MyCase Portal ERP SIS Project

SIS Sign-in



Sign out. LI

Haig
Sign out of the system by clicking the Sign Out link on the blue tab in e —
the upper-right corner of any screen.
—
s et i

IMPORTANT SECURITY FEATURE The SIS automatically signs
you out after 60 minutes of inactivity.

Samecn
5 - g AT
karell e

MATH 131+100 e ; -
My dcagemics EC (8353) w
ey ... . % T
T

SIS Sign-out

Sign Out

TIP  Always sign out, especially if you are using a public computer.

HOW TO SIGN IN AND OUT



The Student Center is the main launching
point for accessing academic, financial and
personal information.

Acadenmics, is at the top of the screen in the Student Center. From
here you can view your weekly class schedule. There are also links to
other academic features of the SIS, such as Enrollment, Course History
and Grades.

Finances, beneath Academics, enables you to view an account
summary. It contains financial links such as Account Inquiry, Account
Activity, Charges Due, Payments and Pending Financial Aid. This
section also provides a link to view billing information and make an
online payment.

Personal Information, directly below Finances, allows you to update
personal contact information, Authorized Users, set User Preferences
and update Emergency Contact information. For more information on
setting up authorized users see the Student Financial Guide at
www.case.edu/projects/erp/learning/qrg/stud_fin_guide.pdf.

STUDENT CENTER: OVERVIEW

Ima Student TD: 3999999

—
= Holds 8

|

Schedule
TuTh :0:008M -

E

" Fall 2008 Schedule
= @)

ANTH 103-100

E

My Academics 11:15AM
ey fherd Hall 204
(o i W®)  scon soxios @ WEazom-
LEC (2686) Peter B Lews 202
R — wE e:30am -
e b 5:208M
To Be Scheduled
METH 125-121 T i -
cig 12:250M
o idzaid) To Be Announced
Sy MW 2.000M -
oot Ly
ToBe N‘I’!Wﬂcﬁd
Y MW F:000M -
by i 3i500m
Te Be Anneunced
- TuTh 152509M -
e 2
a To 2= Announced
weekly schedule 0
snroliment shopping cart b =
Your Health Fée has not been vaived WAIVE

far the Fall 2008 semester

7 Finances

My Account Account Summary

Account Inguiry You owe 18,651.00;
5 " C) * Due fNew 688

» Future Due 18.651.08

o Currency used is US Dellar.

view billing statemen

T Personal Information

Authorized Users Contact information

Semegraphic Dats Current
123 Main St Kone
Emergency Contact
B Anywhers, OH 44106
Names
User Preferences Heme Bhons Email
216/555-5555 ima.student@ease edu

Eer

Enrollment

g‘ﬁ!_ ng Cart for the
available for use beginning.
March 10, 2008.
blotia oy S

T F 0 r
Academic Session on April
18, 2008,

5 id bristc.
make ment

T Advisor

7 Other Academic Links

Blackboard 1n
MediaVision Coursevars

Student Center
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Academic Links. These links allow access to additional
functionality of the SIS including grade reports, Advisement
Reports and What-If Reports.

This Week’s Schedule. Displays this week's classes for the current
term. Click the Weekly Schedule link to see those classes in a
weekly grid.

Enrollment Shopping Cart. Use the Shopping Cart to select
classes prior to enrollment. Classes can be validated prior to the
Enrollment Appointment date.

Health Waiver. The CWRU Medical Plan fee is automatically
charged on a per semester basis.* Once registered for one or
more credit hours a butfon appears to allow the health insurance
fee to be waived. Students that have health coverage are eligible
to waive the Medical Plan fee.

Finances. View summary account information and link to other
detailed account activity.

Personal Information. View and update contact information
including home and current address, home phone number and
e-mail address. Also link to authorized user setup and emergency
contact information.

Search For Classes. Click the Search for Classes button to transfer
to the searchable schedule of classes.

Holds. Displays any holds associated with your record. Click the
Details link for more information.

Enrollment Dates. Displays information on when you can begin to
enroll in classes.

10 Adpvisor. Displays advisor(s) name and contact information. Click

the Details link for additional contact options.

11 Links. These links allow access to additional academic and

financial resources.

* No medical plan fee is charged for the summer Term.



CLASS SEARCH AND REGISTRATION

The Search for Classes screen provides a ima Student = -®
variety of criteria to refine your search. R T T T
| search for classes ” browse course catalog |

Search for Classes

Enter Search Criteria
. X Institution | cass Western Reserve Univ |
1 Select the appropriate Term from the Term drop down list. R |F:m &

Select at least 2 search critecis, Click Search to view your ssarch results.

2 Enter the Subject under which the course is listed in the Catalog, or T
click the Select Subject button to view an alphabetized list of i
subjects from which to choose. Course Nuriber [ exacv wo
Course Career Undergraduste ™ exgmole: Undergraduste)
3 Enter the course number that identifies the course in the catalog. Acadernic Grous v
o [ show Dpen Classes Only
4 Select the appropriate career for the course you are searching for | g s i
from the Course Career drop down list. g, —— e T
Day of Week [nclude Oy These Daye ¥
5 The Academic Group field will narrow results to courses in a stk bl s E:*:»,.D:T T e e T
particular academic group, for example the Schools of Engineering o —— T —
and Management. Course Keyword I
| Course Units between|  and [
6 Limit the results to particular times, days of the week, instructor, and " coursa \ e
keyword. Séssion ‘ L
o Campus \ -‘fl
Building ‘ |

ciess caiteris | seamew | 0

Search for Classes
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7 The Course Component, Session, Campus, Building, Course
Attributes and Course Lists drop down lists allow further refinement
of search results.

8 Click the Search button to see the results.

- FSCC 100 - First Seminar

420 af20 " Last

Section 100-SEM({3766] Status ® select class
Session Regular

| Roem

Days & Times i) Instructor !Meeting Dates

MW 3:00AM - 10:154M Coadord Hall | gty 08/25/2008 - 12/05/2008
To Be =

W 120309M - 1:45PM staff 08/35/2008 - 12/05/2008

Announced

Class Search Results

Registration.

The SIS makes it possible for your registration to go smoothly. Here is a
checklist to follow to help avoid potential registration issues:

* From the Shopping Cart, search for classes
* Validate Shopping Cart
e Obtain class permissions, if necessary

® Enroll on or after Enrollment Appointment date.

For more information on the Enrollment Shopping Cart please see
page 8 of this guide.



ENROLLMENT SHOPPING CART AND REGISTRATION

The Enrollment Shopping Cart holds the I e Res
classes selected from the schedule until it
Is time to enroll.

Shopping Cart

. . . Add CL Shoppi
Students can validate the contents of their Shopping Cart ahead of LT T
Use the Shopping Caet to temporsnly save classes unbil it is time to enroll for this term.

their Enrollment Appointment to see if there are any potential P %, S T e i - el

problems that would prevent registration.
Fall 2008 | Undergraduate | Case Western Reserve Univ

From the Student Center click the enrollment shopping cart link to get

@0 Bcio=- A
started. If more than one Term is open for enrollment, a choice of
. . o [l N PR Fall 2008 Shopping Cark
Terms will be offered. Select the appropriate Term by clicking in its S . g o) T e
radio button. Click Continue. [ _enter B (e e U T e | @
Fibil Classbs [ Eeowiszios MWF S130AM - Botar B 5 I ®
® Class Sesrch |{z686 10:208M |Lewis 202 S'sw“_ .u.
MWF 212:308M Tc Be
Cimy Requirsments - 12:300M s:ham'hﬂ
Adet] 1S, ESCC 100-201 M 32:308M - To Be
Oy Blanner | [l e oM Schedica Skt s00 @
_Jm' ch | 114580 | Announced |
MATH 125-101 MWF 8:3DAM - Tc Be T
O {4542) S:20AM  Scheduled  Contenza s @
MATH 125-121 Tu 11;35AM - Te Be
{8386) 12:250M Resoemens] [TASFE ®

for sciedied: _delete| walidate | enrall|

Shopping Cart




7a

Enter the Class Number, if known, to add it to the Shopping
Cart.

Select the radio button next to Class Search to select a class from
the searchable schedule of classes.

Select the radio button next to My Requirements to select classes
from a list of your graduation requirements.

Select the radio button next to My Planner to select classes from
the Planner. Classes must be present in the Planner to use this
feature.

This section shows classes that have been added to the Shopping
Cart.

The Status column shows one of three icons to indicate the status
of the class.

An Open icon (@) indicates the class is open.

A Closed icon (M) indicates the class is closed.

A Wait List icon (A) indicates there is a wait list.

Once classes are in the cart, select one (or more) and click
validate.

After clicking validate a status report appears. The validation
process checks for time conflicts, prerequisites, and the need for
instructor or departmental permission. There is a status indicator
and a message displayed next to each class. The message
indicates if the class is OK to add to your schedule, or if a
potential problem could prevent registration for a class.

8 You must click the Enroll button once your Enrollment Appointment
date has arrived in order to register for the selected classes.

Ima Student

[ | Plan IL Enroi I

| my plarmmer H shopping cart H

My Acodemics |
course hisiory |

Shopping Cart

Add Classes to Shopping Cart @

wiew the foliowing status report for enroliment confirmations and ervore:

W o to Add L

| Message
| OK to Add.

“ ==
| OK te-Add, - I_ f
b 4

| Description
\ANTH 183
\econ 102

ez 2o el Sl Sk (o e e
| need to obtain ermizsion to add this class,

SROPPING CART I

Search Plan Enroll My Academics
My Slapner Shoosing Cart Coucse History

.. e

Validate Results

9
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PERMISSIONS, DROP, SWAP

Permissions. Ima Student
[ Search " Plan " Enrall My Academics I
| mycassschedue || add || drop || swap || edt || terminformation || permissions |
Permissions
The Permission screen enables students to submit permissions requests Fall 2009 | Undergraduate | Case Western Reserve Univ
to instructors. Permission requests apply to those classes that can be o to Get Started Expisin Permission Types P cociain Permission status
added by instructor consent only, are closed due to enrollment capaci- :
ty, or have a time conflict with another class on a student’s schedule. — - =
Permission can also be requested for those classes for which a student Gass Description Permission Type | Pormission
hasn't met the prerequisite requirements. 3008 PSCL 395-101 Add Granted =
1238 Q| eioL 373-100 Add New =
1 Click on the How to Get Started link for specific directions on using
the Permission screen. e Permissio 0 0]
e Description Permission Type [ EErmIssion
2 Use the General Info tab to enter the classes for which permission Q Drop New =
must be requested.
REQUEST PERMISSION(S) ‘ o
3 Click on the Permission tab to select the appropriate permit(s)

required. Click the Explain Permission Types link for more Permissions Request
information.

4 Use the Comments tab to leave a message for the instructor to
which the request is being sent.

5 Request permission by clicking the Request Permission(s) button.

6 Click the Explain Permission Status link for more information on the
stages of permission requests.



Permission Type

Explanation

Consent Required

Closed Class

Requisites Not Met

Time Conflict

Career Restriction

Time Period

IMPORTANT NOTE

PERMISSIONS, DROP, SWAP

A class may be coded by the department as requiring either instructor or department consent. Consent type required
may be either add consent or drop consent. Details regarding whether or not a class requires add or drop consent are
available on the searchable schedule of classes.

Classes that reach their enrollment limits require permission to override the limit. Note: Some classes may have “Reserve
Capacities” such that a department may set aside seats for a particular type of student (e.g., juniors, biology majors,
efc.) If all non reserved seats are taken, students not meeting Reserve Capacity criteria will not be allowed fo register
unless Closed Class permission is granted. If all reserved seats are taken, students meeting Reserved Capacity criteria
will not be allowed to register unless Closed Class permission is granted. Even if a class shows a status of “open” or it
appears as if there are seats available, it still may be closed to students not meeting Reserve Capacity requirements.

Departments determine whether or not a course requires pre-requisites, co-requisites or other requirement conditions. If the
student has not met these requirements, registration for the course is not allowed unless “Requisites Not Met” permission is granted.

Students may not register for classes that have any meeting day/time overlaps with each other. Permission may be granted by
instructor/department for either course. Even if permission is granted for time conflict, students must sfill register for course(s) in person.

Some schools have restrictions on students such that they may not register for courses outside of their own career without receiving
permission from either the student’s registrar or dean or the course career’s registrar or dean. E.g., Law students may not register for
Applied Social Science courses without permission from the law school registrar or applied social science school registrar.

If school has separate enroll with permission period (Nursing, Law, Management, SASS,) permission may be granted
to allow a student in a class after the regular enrollment period.

Requesting and receiving Permission to Add does not automatically enroll a student in the class. Similarly,
requesting and receiving Permission fo Drop does not automatically drop a student from a class. Once a student
receives permission, the student must complete the appropriate registration process to add or drop the course.



PERMISSIONS, DROP, SWAP

Dropping vs. swapping. ma Student 5®
f Search M Plan i Enroll My Academics
| my class schedule H add é drop || swap || edit ” term information H permissions |
Drop Classes & =y
Drop 1. Select classes to drop

Click on the Enroll link in the upper left hand corner of the U —r—

Student Center. i it i -t
Wiz ®oronp=d Await vists
1 Click the drop tab to see a list of classes that can be dropped. — I T I T T e
Iatre to Human ) L
ARTH £03-100 | | TUTH 1Di00AM = | Kord Hall |
2 Select the class to drop. e et .a:‘usm' e el s v
|E;Qu_.x_22_m I:,“""f luwE aiant - |pessr "
. econemics , . deky 300 &
3 Click the Drop Selected Classes button. D | fcired s e gy
HED 274-100 mdsmm = =
b . . .. . D | [e0s4] '(C"S;:gfé]'“m' :Wmi;em l::nmrvced |ll‘cﬁnm'ail ‘ | v
4 Confirm the selection and click the Finish Dropping button. kot : el i |
| TuTh L3 = & =
0 I?QL_,_LM :ff;;',,"’,f,“' I';uw:‘nwm .I;‘:m |;‘ Buther ‘3‘0D; " 4

DROP SELECTED CLASSES |e
A resuls screen will appear fo show the results of the drop.
My Fall 2008 Ciass Schedule

There are a few reasons why the drop may be unsuccessful:
¢ |t may be outside of the drop/add period.
e Permission may be needed to drop the class.

Drop Classes

NOTE Please contact your school for policy and procedure on
dropping classes for each Term.

12



Swap allows for dropping and adding — I |

classes at the same time. The existing class [ seman | pran I e [ myasssemies ]
| mycisse sonedute | ads || drop || swap || edit || tesminformation || permissions |

will be dropped only if the target class can

Swap a Class

B-EHE]
be added 1. Select a class to swap
Select the class you wish to swap then select the class vou wish to replacs it
with,
Fall 2008 | Undergrad | case n Reserve Univ
Swap
Swrap This Class
. all ¢ 2
Click on the Enroll link in the upper left hand corner of the o [SeaTes 228+ ' Onle L Wovr/ S 8211 *|
Student Center.
Search for Class | Class Sezrch !l.l search I
______ e
1 Click the swap tab to go to the Swap a Class screen M (s so-ven o Frmoy 8] ]
______ iy
Enter Class Nbr ] ienter

2 From the drop down list select the class to drop.

U My Fall 2008 Ctass Schedule

Swap a Class

3 Choose a class to replace the class being dropped. You can:

a Perform a class search and select a class from the searchable
schedule of classes.

3. View results

. View the results of your swap request. Click Fix Errors ko try and correct the problems
b Select a class from the Shopping Cart. fisted below of change your swap choices.

¢ Enter a Class Number (if known).

O Scccess: Dliees ik sunpped P Bricr able to swap cass
4 Verify the selection and click the Finish Swapping button. ra— oo States |
?‘tn:pps“égt;gs Success: Thie class has been repiaced, [ 4

The status column shows a + which indicates the class swap
was successful. An 2 would appear with a message indicating why o dew ouamiins |
the swap was unsuccessful. If the swap is unsuccessful the existing
class is not dropped.

Swap Results

13
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VIEWING COURSES AND GRADES

There are a few ways to view courses and Course History
grades. Use the Course History screen, The Course History screen shows the classes that are completed, trans-

Grades screen or Unofficial Transcript to ferred or in progress. The grades are shown for courses that have
. been completed.
see grades and a list of courses.

ima Student gots . |

These screens can be accessed from the S —

[ Search Il Plan | Enroll [ myAcosemics |

Student Center using the other academic My Course Mistory
drop down list.

Select Display Option Sartrasultsby | )

(3) Hide courses from My Planner Then by | -

) Show coursun from My Planner o [
other academic... |V @ & P
Academic Planner Course lp..m,. Lf.““ Grade I u,.me. |
Academic Requirement anTH 102 | Being Humn inir SocfCul Anthi  [Bueng 2098 e B
Apply for Graduation P ” £ = :m prrey " 08l @
Class Schedule S S e T — Ay =
Course History |
Enroliment: Add BoLzis Genes sod Evelutien |Semg 2097 & so0| @
Enrollment: Drop @ceaim  Celeand o _Fen e s 400 @
Enrollment: Edit /8oL 218 Srgansms and Esvaterns 'm 2008 00 @
Enroliment: Swap (oHEM 103 Brinciples of 1 |Feb 2008 a 0 @
Exam Schedule CHEM 406 |Bunciples of Cheristny It |Spring 2007 & 200 @
Grades [cem 443 |ouncioles of Chemustry iah  |Beneg 2007 & 200 @
Transcript: View Unoffic cHEM 203 mic Chamisty ] |Felieooy (A see @
What-if Report loupst g2 |1mtre g e C |Spring 2008 200 4
Withdrawal Request T e e e

other academic...

CHEM 234 Intre Organic Chemistry Lab Il | Sonng 2008 206|

Other academics Dropdown List Course History

14



Grades

The View My Grades screen lists grades and grade point statistics by
Term.

CASEWESTERN RESERVE
A UNIVERSITY
View My Grades
Fall 2007 | Undergrad: | Case Reserve Uniy _ changetarm l

¥ Class Grades - Fall 2007

Unofficial Transcript

The cumulative grade report/unofficial transcript is updated at the end
of each Term. It shows completed courses, grades received, and sta-
tistics per Term.

CaASEWESTERN RESERVE
R UNIVERSITY

ima $tudent [ete. =@
ST (S SN T

View Unofficial Transeript

Thesse an institution and report type and press View Report

*this process may take a few minutes to complete. please do not press
any other buttons or links while processing is taking place™

A i ion | Case Western Reserve Univ |
Grade Regert W ] |

Report Type |!‘ et

Information For Students

VIEW ALL REQUESTED REPORTS |

Class Description Units|  Grade| Grade Paints|
BICL 215 Cells and Proteins 4,00 A 16,500
CHEM 223 :n\am te Grganic Chemistry 3.00 a 12,000
HEM 233 l[.':;:ﬂl Begwiite Chemistey 200 A gipoD
HETY 532 Intro to &merican History 3.00 A 12.600
v 252 Vielence snd Identity 3,00 A 13000
¥ Term Statistics - Fall 2007
From F";"' Combined | Cumulative
Enroliment| Lot Term Total Total
redit

Total Grade Raints €0,000 €0.000 | 396.000
Graded units tawards GPA 13000 isioe | 4sicon

|Graded units not for GPA

In prograss units
GPA™™ 4.000 +.000 4.000

VIEWING COURSES

AND GRADES

View My Grades

Cumulative Grade Report/Unofficial Transcript

15




REPORTS AND MY PLANNER

The SIS allows for real-time access to the Advisement Report

same reports advisors can see: the The Advisement Report compares completed coursework against
Advisement Report and What-If Report requirements that must be fulfilled in order to graduate. It displays

completed requirements, requirements to complete, and courses that
can be used to complete them.

The Advisement Report, What-If Report,
and My Planner features show past, Wi Wbt FTS .
present, and future enrollment plans. [ smun Pian [ ewon Y myacesemes |

My Academic Requirements

.. "ASEWESTERN RESERVI
l"xl\lL‘-lJ\

ID: 2999999 ima Student
Admit
Frogram / Plan Reqg Term |Status bk Gradn Term
X New -
Undergraduate Career Fall 2008 |Not Satisfied - Spring 2012
Arts & Sciences Undergraduate Srogram Fall 26008 Mot Satisfied ::LIWGEHR Soring 2012
¥ 2 7y Hew "

Econemics {BA) Majer Fall 2008 Mot Sabisfied | oo . | Spring 2012
oelitical Stiznce {Min] Minor Esll 2008 Mot Satisfied gf’“’ ¢ |Sering 2012

T OEWRU UNDERGRADUATE REQUIREMENT S [RGOG46]

Not Satisfied: Complete minimum requirements for cumulative GPA, units, residency, and
Shysicsl education (2005 to Sresent Handsook)

ALL COURSES TAKEN SUMMARY [RD533]

i ary of all uni radusts es oo student record

SUMMARY OF  all Courses - Refer i

COURSES Catalog

AATH 101 Histary 1 3.00|Fal2007 e =]
PRTH 102 Art History 11 3.001 Spring 2008

ARTH 203 The #ite of Acia 3,00 Spring 2008

ARTS L0E: Creative Drawing [ 3.0 Fall-Za07

Academic Advisement Report



WhatIf Report

A WhatIf Report shows how completed courses fit into a new program.

Ima Student fgowm . | ®

[ Search Jli Plan Il Enroll 1

What-1f Report

My Academics ]

Create What-if Scenario

You may be thinking of changing your program of study er taking cerfain courses. Using this
page, you can st up a what-# scenaric based on different academic programs or courses.
Click the Submit button to request a degres progress report based on your what-if
informaticn,

RETURN To REPGRT SELESTION

Career Scenario

Select 2 career and then select the tarm for which you want the change to take placs.

i [career [catalog year |
Cass Westarn Ressrva Univ | undergraduzte | [Falizoos |

Program Scenario

The Information that sopears on the page by default iz your current academic information,
Yeou can use the fields below to ==t up 2 what-if scenario based on cne or more programs of

study. You can define us to three scenarics.

Academic Program [Area of Study [concentration |
| Arts & scisncas Undargradur | | ics (24) w [ws v
| arts & sctences undergradu: @ | Political Scence (Min) o [we |
= S [ & [ “

What-If Report

REPORTS AND MY PLANNER

My Planner*

My Planner is an optional feature for the convenience of students
who wish to plan ahead. Please note that courses may not actually be
offered for the term(s) selected.

*Graduate studies students: Classes cannot be added to My Planner,
please see pages 18 and 19.

Ima Student [ass ... w3
search Blan 1 Enrol [ myAcademi |
| my planner ” shopping cart ” course history |

My Planner

PLAN BY Wy REQUIREMENTS |

DELETE &LL |
~ Fall 2008

Add courses to Planner using: BROWSE COURSE CATALOR |

Delete all courses in Planner:

Selact Description Units | Delete |
O Archaeclogy: An Introducticn a.mlﬁl
‘ : Intro & Jewish Foldlore | 2.00 | E
= Architecture: Anclent to 1850 z.00| [
Move selected courses to Term | | _move |

Select |Course Dascription Units| Delete
‘ [0 |aw7s 22e Language and Culture [ 3;00;@
| O A'nw 203 The Arts of Asis | s.mfﬁ
0O |sswzee Jewizh Trad &rt & Architecture | 2001
Move selected courses to Term | ~|  move I
My Planner
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GRADUATE STUDENTS PLANNED PROGRAM OF STUDY

Graduate Student Planned Program of
Study (PPOS).

Students in the School of Graduate Studies create a PPOS using the
My Program tab functionality of the SIS. Click on the My Program tab
to browse the course catalog, add courses to the PPOS, and submit it
for approval.

To navigate to My Program choose the Plan link in the Student Center
and then choose the My Program tab.

1 Select an Academic Program from the drop down list.

2 The Version drop down list displays the current version of the PPOS
by default. Prior versions of the PPOS can also be accessed.

3 PPOS approval status.
4 Approval History.

5 Click here to submit a new PPOS for Approval. The Submit for
Approval button requests advisor approval.

6 Variable credit hour courses will have a field in which to enter a
credit hour value.

7 Move selected courses into Terms.

NOTE For further information about PPOS please contact the School of
Graduate Studies.

Ima Student Em =®
seareh I Plan 1 Enroll ]f My Boademics |
‘ my program ” my planner ” shopping cart ” course history ‘

My Program of Study

rograms [ ARA0A 9]

Version: |

| status

[umtmday

Art History (MA) 4
Approval History

| Date/ Time |

ew

Ima Student

4/09/08 11:29:02AM

o SUBMIT FOR APPROVAL |
BROWSE COURSE CATALD i

Delete this version of Program:

Add courses to this version of Program using:

DELETE ALL I
7 Unassigned Courses

Sslect |Course Description Units| Delate
& ARTH 400 | Childhised Thiough A 300 1
& BRTH 402 |Buddtist Artin Asia 3.00
= A3TH 405 History of Indian Seulsturs 3,00

| LRTH 428 |Breek Sculsture 200 @
£ |emass : A new PPOS—Submit for Approval

T Spring 2010

Selact icuurse i_Descrlpnun | Units| Dalete
] ARTH 479 Issues in 19th Century Art s.00 O
E ARTH 420 ‘Abstrct Express Its Aftermath 3.00

El AATH &5

|Thesis MA, o 1.00
° Move selected courses to Term I :

move I

Adjusting Variable Credit Hours



Requesting Changes to the Official Planned Program of Study

Ima Student [gete =
An approved official Planned Program of Study can be viewed on the [ sewen | Pian 1 enrol [ v |
My Program tab. Changes can be requested to the PPOS on the My IR e el e e
Program tab. Clicking the Request Changes to My Program button My Program of Stndy
creates a new version of the PPOS from which courses can be n "
removed, added, or moved to another Term. — o Status [updated By [ Date/Time !
73 New me Stugent 04/09/08 11:29:024M
Status: Asproved < ol - iy o Ly e o
Submitted for Approval I Student D4/85/08 11:30:18AM
De.:\_éné. Final g'_pp'{—mg = Adv‘\snt m!p‘s}m;::z_{:?{{ﬁﬂ
1 Every time a change to the PPOS is requested, a new version is Bouiied el B HUSDIR S LB
created. Click on the Version dropdown list to select and view a
. . o REGQUEST CHANGES TC MY PROGRANW I
previous version of your PPOS.
2 Request Changes to My Program. e s e e,
::ECS a0 Tﬂlm_t.E: I:II_EEI‘ S'gst_?rn_s | _:-‘..an
3 If a class has a prerequisite, it will be noted in the Prereq column. gecs a1e | Cenvex Detimization in Engr 200
IMATH 861 |Introduction te Toooloay ves 2.00

T Spring 2004

Course | Description Prereg u»iu}

;ECS 413 Monlingar Systems 1 ﬁ'

lescs suo Soecial Topics 3.00

TIP  The Submit for Approval button must be clicked in order for your InaTH 424 [1ntro 2 Res Anaiysis 11 s 2.00

advisor to see the updates.
[ Fwizoos |

| Course | Description Preren Units|
IMATH 200 |Mathematics Teaching Practicum 1.00
IMATH 201 |Atstiact Mgebra [ e 3.00

An Approved PPOS

GRADUATE STUDENTS PLANNED PROGRAM OF STUDY



FINANCES AND PERSONAL INFORMATION

The Finances section allows you easy TIP A gbuide to financial s;r\}ices at C/c:se is available on the project
0 ] a @ . ite: . . ject 5
access to view financial information. TERIE ESRe ST PIRIEER SR

t ASE WESTERN RESERVE
B LU NIVERSITY 5

1 Account Inquiry, view account details, billing statements, or make

Help

a payment online.
L . » Ima Student [T Tramsssses -]
2 Account Activity, view up-to-the-minute account activity. » e ,
| Account Inquiry |
3 Charges Due, view past charges, current charges and charges due | summary || ectivity | chargesdue || peyments || pendingaid || make s payment |

in the future.
Account Activity

4 Payments, view cll credits opplied to your account. s

5 Pending Aid, view financial aid that is expected to post to your Foom [saoor [§ v foetszimos|d [N T H o
account. (Please verify with the Financial Aid Office that all
required documents are complete.)

Transactions Eind | View All First 17087 "

Posted Date |Iterr| Term | Charge| Payment| Refund

Ceauise Fee' :

. oIl . . . . Chys Ed
6 View Billing Statements/Make a payment, click this link to view idssiotada iy i TP Gl P
Cl k Climbing (2nd
statements and make payments to your account. Hatf)
Fall
G6/12/2008 Health Plan 2zoE 660 .00
i Fall
0s8f12/2008 Matriculation Fee 2oce 378.00
Iz TEee8 Transgoertation 2008 =300
My Account 0
dink o S Student Fall
Scrognt Inguiry . a6/ i2,/20089 Fichnolsgy the 2coe 2:3.00
othar financial...  WE{®)  Asceunt Summany
. Sy osfi2/2008 ::’Sig'?:_:ah ;;gg i38.08
» Dus New o Und duat Fall
. ) 1 naergraduate a
" "-‘f"‘ Due ’ a5{12/2008 Tuitien 2008 17,225.00
Corteocy ased is UE Dotiar. - -
wiaw bulling statements ; maka a pagmant o Firsk —_ 1-7.0f 7" Last
Currency used is US Dollar,

Finances Section

| ebtver B sk, Vl|®
Account Inguiry
i.l_!g:cq.ynt AI:“'-I'“',I' e Summary Activity Charges Due Payments Pending Aid HMake A Payment
| Charges Due
|Pa'frn|=_-rlt5 k. i®
Financial Aid
Account Inquiry, Activity Tab

Other Financial Dropdown List



The Personal Information section allows
easy access to view and update addresses,
phone numbers, privacy settings and more.

1 Authorized Users. Click the Authorized User link to set up an
authorized user account for parents, spouses or other third parties
who you would like to have access to your student financials
and/or class schedules and grades.

2 Demographic Data. This area displays a personal data summary.

3 Emergency Contacts. Click the Emergency Contact link or
emergency contact tab to view, add, or update emergency
contacts.

4 Names. Click on the Names link or Names tab to add a preferred
name.

5 Addresses, Phone Numbers, E-mail Addresses. Using the links in
the other personal drop down list, you can update your own
information including addresses, phone numbers, personal email
address and privacy settings. Several address and phone number
types are available.

T Personal Information

Buthorized Users
Eemographic Data

Emergency Conkact

Contact Information

Home Surrenk
IZ23 Mg St Nene
P EOE
- Baywaere, OH 24108
User Preferences
Home Phone Emsil
216/555-3331 ima.student@casze. edu

other personal,,, % (9

W CAsE WESTERN RESERVT
“~ \|I-~.1:I\

Add to Favorites

Ima Student [eete .. F®)
| Personal Information Il Security |

| addresses ” Rames H phone numbers H email addresses ” emergency contacts ” demographic information |

Addresses

View, add, change or delste an address.

Address Type |Address |

e 122 Main St |

Anywhere, OH 282106 — d |

ADD A NEW ADDRESS I

Personal Information Security

Addresses MNames Phone Numbers Email Addresses Emergency Contacts Demograpihic Information

oo, H®

Personal Information Section

| ether personsal...

v_: {E})

2ddreszzes

Email Addrezzes
|9hune MNumbtears
|Privacy Settings

Other Personal Dropdown List

FERPA Restrictions

FINANCES AND PERSONAL INFORMATION



GLOSSARY

SIS TERM

ALSO
KNOWN AS...

DEFINITION

Academic Career

Academic Group

Academic Organization

Academic Plan

(Plan)

Academic Program
(Program)

Advisement Report

Authorized User

Class Number

Class Section

N/A

N/A

Departments

Maijors, Minors

School or College

Degree Progress
Report

N/A

CRN

N/A

Term that classifies both students and curricula as belonging to one of nine categories:
Undergraduate, Graduate, Management, Law, Medicine, Applied Social Sciences,
Nursing, Dental, and Non-degree.

Academic Group denotes the school that “owns” the course and the school from which the
instructors have teaching appointments. For example, ACCT 101 has an academic group
of Weatherhead School of Management and MGMT 701 has an academic group of
Weatherhead School of Management.

Colleges, schools, and departments that conduct curricular studies at CWRU. Academic
Organizations are responsible for maintaining their class schedules in SIS each term.

The method by which a student pursues their studies. For undergraduate students, majors
and minors are Academic Plans. In the School of Graduate Studies, Plan A and Plan B
options are Academic Plans.

The program to which a student is admitted and/or from which he or she graduates. For
example, there is an undergraduate Academic Program in the College of Arts and
Sciences. In the School of Graduate Studies, an Academic Program is the scholarly pursuit
to which the student is admitted; for example, the doctorate program in Astronomy.

Compares the classes and benchmarks that a student has achieved towards fulfilling graduation
requirements. Advisement Reports list each class a student has completed, grades achieved
(if applicable), credits earned (if applicable), and classes yet to be taken to fulfill requirements.

Students can set up Authorized User accounts for parents, spouses or other third parties whom
they would like to have access to Academic Information, Financial Information or both.

Each class offering of a course is assigned a unique four-digit number when created.

Each class offering is assigned a class section number that makes it easily identifiable
within the course. The first scheduled class section of a course is 100.



Course Career N/A To search for courses offered in a given career, select the name of the career from the list
provided. To search all careers, leave the field blank. Course Career denotes the academic
level of study at which the course is taught. For example, ACCT 101 has a career of
Undergraduate (not Management) and MGMT 701 has a career of Graduate (not Management).

Course Component N/A To search for courses by component type, choose a component type from the list provided.
For example, if you wanted to see lab courses, choose “Laboratory” from the list.

Enrollment Appointment  Registration Start Date The date a student may begin to register for classes
Planner N/A A self-service tool that enables students to select courses they want to take in upcoming
(My Planner) semesters from the Course Catalog. For students in the School of Graduate Studies, the

Planner is aftached to My Program, which allows students, advisors, and the School to
view, approve, or deny changes to a student’s Planned Program of Study (POS).

Service Indicators Holds Also known as Holds on the Student Center screen. Can be positive or negative. Negative
@ Negative Service Indicator service indicators may prevent students from enrolling in upcoming terms. Advising Holds,
% Positive Service Indicator for example, are negative and are applied to students who are required to see an advisor

prior to registration. Advisors can remove the Advising Hold once they have met with a
student. This process eliminates the need for PIN numbers.

Shopping Cart N/A Works with the Schedule of Classes and holds the classes in which a student wants to
enroll before submitting an enrollment request. Students enroll in classes via their shopping
cart once their enrollment appointment (or open enrollment) arrives. Advisors can view their
advisees’ Shopping Carts before enrollment.

Sub-Plan Tracks, Concentrations A track or concentration that the student is following within an Academic Plan.

Whatf Report N/A A report that asks, “What if this student were to change majors2” Compares the student’s
current curriculum and benchmark achievements with a proposed major and minor
combination, and lists the requirements that would and would not be satisfied if the student
were to make a change.

Term Semester The internal name for a semester and year. For example, Fall 2008 is a term.

GLOSSARY



TRAINING AND CONTACT INFORMATION

SPOT stands for Self-Paced Online Training. It's available while you work in the system.

To get started, just click the blue, underlined Help link that appears in the upper righthand corner of the Faculty Center home page. This launches
SPOT in a new window.

In the upper righthand corner you will see three options for learning: See It!, Try It!, and Do It! Click on the one you would like to activate.

) 3 4
. _
AbOU" the SPOT help feotures n SIS Playback Mode Pralerences | Help | Closs
CASEWESTERN R LW TR
B G R @y | B &y
1 Find the topic you want to learn more about, and click on it. This Come i - |
hlghhghfs The tOpiC name. O Ssarch ] Uss the Class Searchfeaturs to search or browse for clagses within  specific term and subject
ol area This featurs is view-only. meaning that changes to the Scheruls of Classes cannot be made
‘%'App‘ cabl from this component Clags Search is a valuable tool for assisting students in finding classas
. . leable during enreliment periods
2 See It! enables you to learn by watching an animated 20 Sl of imeen B | oty classe it am srvlment st f Gpenil speasin e Cls Search Rl
K i . K . = [ Al Scheduls of Classes Users
demonstration of operations in a simulated environment. All the 2 prncng e Scrsculs of asces
<) Updating the Schect of Classes
required activities (moving the mouse, entering data, efc.) are Y Concerga Coe
. 3] Indicating a Final Exam for a Class Sectior
completed automatically. 2 Creaing on am Quiica o e g

=) 50C Emor Report

= 50C Crozs-Listzd Classes Report
=) S0C Validstion Repart

) 50C Stafing Regort

ser Report

Introduction

The following process is accessiole 1o all users of the Schedule of Classes. The screens used in
this process are view-only.

3 Try It enables you to learn inferactively. SPOT prompts you to
perform mouse clicks or keystrokes as you complete tasks in a

Sections
ing a Class with Multiple Compans

simulated environment. = @Resiorms

%) Using SOC Update Schadule Print Flag

Updsting Class Associations
4 Do It! enables you to learn interactively while you work with actual - B ey e 8
data in the live system. You are presented a small window that

displays each step for a particular task. As you complete a step,

click the Next Step button to display the next step in the process.

Table of Contents in SPOT

TIP  SPOT opens in a new window. Settings for pop-up blockers may
need to be adjusted to use this tool.



Contact Us.

erpsis@case.edu

This address is monitored by
the ERP Student Information
System (SIS) team. General
questions about the SIS should
be directed to this address.

reghelp@case.edu

This address is monitored by
the University Registrar’s Office
to answer questions about self-
service and student system
functionality.

As always, you can contact the Help Desk 24/7 at 216-368-HELP.

courses@case.edu

This address is monitored by
the University Registrar’s Office
to help answer any questions
relating to the schedule of
classes, classrooms, and
courses.

registrar@case.edu

This address is monitored by
the University Registrar’s Office
to help answer any questions
relating to registration,
records, and policies.

© 2009 Case Western Reserve University

10900 Euclid Avenue, Cleveland, Ohio 44106-7231

http://www.case.edu/projects/erp/sis
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