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Departmental Admin Center

Concept

The Departmental Admin Center is a screen in the SIS where departmental faculty and staff can
view a roster of students who have declared academic programs and plans within their
department. From the roster, users can access the academic, financial, and personal data of
individual students for the purpose of serving and advising students. This topic will demonstrate
how to use the Departmental Admin Center and access the Student Center screen.
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Procedure

Begin by logging in to case.edu/sis with your CWRU Network ID and password.

Step Action

1. Click the Main Menu menu.

CASE WESTERN RESERVE
UNINERSTTY o
Favgjites | Main Menu
Help
Homepage =1

Anita Admin ID: 7771112
f Faculty Center ]( Advisor Center Wf Search W

| my schedule || permission requests || class roster l grade roster |

Faculty Center
My Schedule

Fall 2011 | Case Western Reserve Univ __ change term | My Exam Schedule E
Select display option: @ Show All Classes () Show Enrolled Classes Only

n Legend Eﬁ‘ Grade Roster
My Teaching Schedule > Fall 2011 > Case Western Reserve Univ
Class Class Title Enrolled Days & Times Room (Capacity) Class Dates
m E_H' BIOL 215-100 Cells and Proteins 2 TEA To Be Announced (938) Aug 29, 2011-
(25411 (Lacturs) Dec 9, 2011
View Weekly Teaching Schedule Go to top

My Exam Schedule > Fall 2011 > Case Western Reserve Univ

Class Class Title Exam Date Exam Time Exam Room Enrolled W
BIOL 215-

100 Cells and Proteins (Lecture) |12/20/2011, Tuesday 8:30AM - 11:30AM 2

(2541)

View Weelly Exsm Schedule Go to top
Faculty Center Advisor Center Search S
< m »
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Step

Action

2.

Click the Campus Community menu.

‘ 3 Campus Community ‘

Click the Departmental Admin Center link.
| Departrmental Admin Eenterl

|

CASE WESTERN RESERVE | i
UNIVERSTITY  per s
Favorites - Main Menu
Search Menu:
@ Help
o =
3 Seff Service 4 ID: 7771112
3 Campus Community —
£ Records and Enroliment | |-) Departmental Admn Center W Eaareh)
Student Services Canter
3 Curriculum Management El 35 roster Il arade roster |
3 Set Up SACR G
3 Interfaces 4
3 Reporting Tools 4
3 PeopleTools 4
D Homepage
D Confidentility Agreement L
[£] Announcements erve Univ M‘ tay Exam Schedule T
Select display option: @ Show All Classes (@) Show Enrolled Classes Only
lcon Legend: 5] Grade Rosts
My Teaching Schedule > Fall 2011 > Case Western Reserve Univ
Class Class Title Enrolled Days & Times Room (Capacity) Class Dates.
f5 [ BIOL215-100 Cells and Proteins 2 TBA To Bs Announcad (999) Aug 29, 2011-
(2541} (Lecture) Dec 3, 2011
View Weskly Teaching Schedule Goto top
My Exam Schedule > Fall 2011 > Case Western Reserve Univ
Class Class Title Exam Date Exam Time Exam Room Enrolled T
BIOL 215-
100 Cells and Protsins (Lecturs) | 12/20/2011, Tuesday 8:30AM - 11:30AM 2
(25411
View Weskly Exam Scheduls Goto top
Faculty Center Advisor Center Search 3
m >
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Step Action

4, The Department Admin Center search screen appears.

Click the Search button.

Search

L CASEWESTERN R ;
UNIVERSETY goripag Home | AddtoFavorites | Sipnout

Favlyltes Mavaenu » Campus Community > Departmental Admin Center

Department Admin Center

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

Find an Existing Value
Maximum number of rows to return (up to 200); 300

Search by: Academic Plan pegins with

_ Search | advanced Search

Search Results

Bi0-B4 Biology (BA) Major BA
BIO-BS Biology (BS) Major BSBIO
< m »
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5.

Select the appropriate Plan from the list.

All Academic Plans to which you have access appear in the search results.

send an email to reghelp@case.edu for assistance.

Please note: If you are missing Plans to which you should have access,
or if you are seeing Plans to which you should not have access, please

"Executive Option."

An Academic Plan is essentially the curriculum that a student is using to
achieve a degree. For undergraduate students, majors and minors are
academic plans. Graduate students use Plan A or Plan B for their
academic plan. Professional students have a variety of academic plans
that are offered based on their school, such as "Weekend Intensive" or

Favn'ritas Mavaenu s Campus Community > Departmental Admin Center

CASEWESTERNR,
UNIVERSITY gerag Home | AddtoFevorites | Signout

m

BIO-BA Biology (BA)
Department Roster
ﬁl View FERPA Statement

Select display option: @ Link to Photos () Include photos in list

Level Filter v _aoolvfilter
d| 4 . »
§ 3 ~ Exp Grad Release Advising
Notify | Photo |10 Name/ Details Send E-mail Program and Plan Level Term Hold
1| [ [E& 9351113 |Undergrad,ims noreply du Aaﬂ: B Sciences Undergraduate - Biology |y, o, Spring 2012 |Release Advising Hold
2| ] By |e9siiii [studentims n 4 AB“:“S"E”‘?S._U”“’Q’E“E‘E'B‘“"'Qy Senior Fall 2011

notify selected students | notify all students |

£\ Return to Search
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6.

The Department Roster appears. It is a list of all students in that Academic Plan.

From this list, you can email students, release advising holds, and view students'
Student Centers.

Due to the sensitive content accessible through the student list, a link to
the University's FERPA policy appears in the upper right on the screen.

Click the View FERPA Statement link to see the definition of FERPA and
access the University's Interpretation of FERPA.

Step

Action

The Release Advising Hold column appears when at least one student in the Plan
has an Advising Hold on his/her record. If the column does not appear, then all
students have had their Advising Holds removed.

You can use the Department Roster to send emails to students using either of two
methods: click on the student's email address to compose an email to them in
your default email client; or check off students in the Notify column and use the
Notify Selected Students button to compose and send an email in the SIS.

Alternately, to send an email to all students in the list, click the Notify All Students
button.

notify all students I |

10.

To make it easier to find a student, the department roster can be filtered by
student Level (Senior, Junior, Masters, etc).

Click the Level Filter dropdown list.
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Favnvrrtes MalnvMenu » Campus Community > Departmental Admin Center

Home

Add to Favorites Sign out

BIO-BA Biology (BA) T
Department Roster i
‘B View FERPA Statement |
Select display option: @ Link to Photos ) Include photos in list
Level Filter - aoolv filter
e an et —EEE e
ify | Phot. f’j:f;mm Send E-mail T e Level 5::’:""' ::::““ ST
i [ |[Er 9991113 |underarad,ima noreply 4 ":f“Sc'e”‘e.s._u”de’wad“‘e'B‘“'“'QV Junior Spring 2012 |Relessa Advising Hold
2| @ EQ 9991111 |StudentIm: noreply du'\‘::‘aSC'E”[E.S._”ME’Q’EE'““E'B“"“gy Senior Fall 2011
notify selected students | notify all students |
E\Return to Search
IS
Step Action
11. All levels of students that are currently on the list appear. Select the appropriate
level from the dropdown list and click the Apply Filter button.
The list will be reduced to only those students who are of the level selected in
the filter.
12. To remove a filter from the student list, click the Level Filter dropdown list, select
the blank space from the list, and click the Apply Filter button again.
Senior L
13. To see a student's Student Center, click on the student's name.

Undergrad.Ima
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WA CASE WESTERN R H
b=
. UNIVERSITY g Home | AddioFavorites | Signout

Favgrites - Main Menu > Campus Community > Departmental Admin Center

Mew Window | Help &

g =

ID: 9981113

[

studentcenter ||

Ima Undergrad

generalinfo || transtercredit || academics ]

My Class Schedule
Shopping Cart
My Planner

LEC (1058) Art Studio 108 o e - (i
agistration Advisor Hol
other academic... ¥ (%) TuweThFr 8:308M -
BIOC 207-100 9:20AM _
LEC (5922) Strosacker details b

m

SEARCH FOR CLASSES
Class Schedule
MoWe 9:20AM -
12:208M

ARTS 216-100

Auditorium

BIOL 215-100

MoWe 12:30PM -
BIOL 326-100 ;‘f"g‘ch " Shopping Cart Appointment
LEC (1094) e achm! Your Shopping Cart for the L
Fall 2011 Regular
MoWe 2:00PM - Academic Session is
BIOL 346-100 3:50PM available for use beginning
LEC (1097) Willis Schrmitt February 1, 2011.

Lecture Hall

Fr 3:00PM - 3:50PM

BIOL 346-101 Millis Schmitt

LAB (1950) Enroliment Appointment

Lecture Hall You may begin snralling

TuTh 10:00AM - for the Fall 2011 Regular
SOCI 101-101 11:15AM Academic Session on April
LEC (1675) Mathar Mamorial 7, 2011,

125

weekly schedule b

Your Health Fee has not been  WAIVE

vaived for the Fall 2011
semaster

details P

~ Advisor
Program Advisor

Ima Professor

Step

Action

14.

The Student Center appears.
The following information is presented on the screen:

The student's weekly schedule.

The student's enrollment dates.

Holds on the student's record.

The student's advisor(s).

The student's address and contact information.

You may also be able to see the student's financial balance, depending on your
level of access to student records. If you have questions about your access, please
contact the University Registrar's office.

15.

Access to additional screens can be found in the other academic dropdown list,
including:

Academic Requirements and What-If Reports (Undergraduate, Graduate, and
Weatherhead students only)

Course History

Exam Schedule

Grades

Unofficial Transcript

| other academic... v|
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Please see the following topics for additional information on selected
items on the other academic dropdown list:

Departmental Admin Center: Course History

Departmental Admin Center: Requesting an Academic Advisement
Report

Departmental Admin Center: Creating What-if Reports

Step

Action

16.

If the FERPA icon appears, then the student has restricted the release of his/her
information.

(=]

According to the Family Educational Rights and Privacy Act, the
University is not allowed to release most student data without prior

written consent from the student. If you see the FERPA Shade ;]
icon, then you cannot release ANY student data without written
consent. Please see http://www.case.edu/registrar/general/
ferpa/ for more information.

Step

Action

17.

Click the Academics tab to obtain additional academic information about the
student.

academics
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CASEWESTERNR,
SUNIVERSITY po 6 Home | AddioFavorites | Signout
Favorites - Main Menu > Campus Community > Departmental Admin Center
Frr ] T
Ima Undergrad ID: 9991113 @ o
f student center W[’ general info W[’ transfer credit W[’ academics 1
Institution / Career / Program
CASE1 - Case Western Reserve Univ Program: CASUG Arts B Sciences
UGRD - Undergraduate Student Career Nbr: o Undergraduate
CASUG - Aris & Sciences Undergraduate gy y,-. Active s of 11/20/2009 L
Admit Term: 2088 Fall 2008
Expected Graduation: 2121 Spring 2012
Approved Load: Full-Time
Load Determination: Baze On Units
Level Determination: Base On Units
Plan: BIO-BA  Bislogy (BA) L4
Requirement Term: 2088 Fall 2008
Plan: PHL-PRP Pre-Health
Requirement Term: 2088 Fall 2008
Term Summary
" CASEL - Case Western Reserve Univ Spring 2012
UGRD - Undergraduate Eligible to Enroll: Yes
2221 - Spring 2012 Primary Program: CASUG  Arts & Sciences
[ 218 - Fellzon Undergraduate
. 2116- Summer 2011 Academic Standing Status:
2111 - Spring 2011
2108 - Fall 2010 ¥ Level / Load
2106 - Summer 2010
3101 - Spring 2010 Academic Level - Projected: Senior
2098 - Fall 2008 Academic Level - Term Start: Junior A

Step

Action

18.

The Academics tab appears.

The Institution/Career/Program section contains a list of all Careers and/or
Programs in which the student is enrolled. If a student has more than one listed,
you must click on a Career/Program to see its data.

Data included in the Institution/Career/Program section of the screen includes:

Program
Student Status (Active, Withdrawn, etc.)
Admit Term
Expected Graduation Term
Approved Load
Academic Plan(s)
Plan Requirement Term(s)
CASUG - Arts & Sciences Undergraduate
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Term Summary

" CASEL - Case Western Reserve Univ
~ UGRD - Undergraduste
2121 - Spring 2012
7 2118 - Fall 2011
*7 2116 - Summer 2011

Spring 2012
Yes
cAsUG

Eligible to Enroll

Primary Program:

2111 - Spring 2011

Arts B Sciences

2108 - Fall 2010

*” 2106 - Summer 2010

7 2101 - Spring 2010
2092 - Fall 2003
2096 - Summer 2009

*~ 2091 - Spring 2009

~ 2088 - Fall 2008
Academic Load:

Undergraduate
Academic Standing Status:
< Level / Load
Academic Level - Projected: Senior
Academic Level - Term Start: Junior
Academic Level - Term End: Junior
Approved Academic Load: Full-Time

No Unit Load

¥ Classes

No classes for this term.

™ Statistics

Combined Cumulative|
Spring 2012 Term
Total
Total

Units Toward GPA:
Taken
Passed

In Prograss

Units Not for GPA:
Taken
Passad

In Progress

GPA Calculation

Total Grade Points
/ Units Taken Toward CPA

89.000
89.000
19.000

252,000
£9.000

. CASEWESTERN R, H
UNIVERSITY gorias Home | AddioFavortes | Sianout

-

m

Step Action

19.
term:

Academic Standing Status
Academic Level
Grades received per class

Click on a term to see its data.

The Term Summary section of the screen includes the following data, listed by

All terms in which the student has been active

Classes in which the student is/was enrolled.

20.
per term.

The Statistics portion of the Term History section lists the student's Units and GPA

21.

End of Procedure.

This completes the overview of the Departmental Admin Center. For further
information, please see the Departmental Admin Center topics called Academic
Requirements Report, What-If Report and Course History.
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