DARS/u.achieve Business Process Guide (BPG) for Transfer Graduation Counselors

Tips: Depending on the browser you use to access DARS/u.achieve, you may be presented with pop-up windows when
using Adobe Acrobat to view a PDF audit.

If you were a student at HSU, you will see the student view of your program degree details.

Each time you run a new audit on a student, the system will default the view to Interactive so you will have to change that
if you want the PDF view.

Remedial courses will no longer be identified with a # symbol in DARS/u.achieve, but PeopleSoft will still have the #
associated.
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Questions/clarifications about the new certify process:
TGC's will continue to use the DARS client for transfer exception processing.

The overnight process that pushes transfer work from DARwin to PS has been changed and will occur at the top of each
hour and every half hour. To lock and certify all articulated courses within a single Source ID for export, click Export All in
the student record (see below). Clicking Export All marks every course in that Source ID for that student record with an X
in the Certify box flagging it as Marked for Transfer. The X will change to S, Soft Transfer, after the twice hourly run. The N
in the Certify box is no longer used.
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TIPS from Mike Bradley:

When running an Audit from the Client (DARwin) always run with S- Audit w/Course Sort otherwise courses may not get
used in the order that you expect.

When running an Audit from the Client (DARwin) you will now see HSU Coursework in the audit in addition to the transfer
work. Running from the client is no different now then running from the web.

Transfer Bridge requires the records to be marked for export - when done articulating/adjusting courses/etc. Click the
Export All on each incoming school.

Certify now has original DARS meanings:

A space " " means that is the Original/Articulated course - this is what course get set to after running articulation.

An X means the record is Marked for Transfer - this is what the courses get when you click Export All. The records are
then picked up by the transfer bridge.

An S means Soft Transfer - this is what the courses will get set to after the transfer bridge moves them to PeopleSoft. Soft
means the client can still unlock and edit the records as needed (then you would export those records again to push back
to PeopleSoft)

A P means Permanent Transfer - we do have any plans on using this. The intent of this is that instead of having Soft
transfers you could have Permanent ones that makes it so the client cannot unlock and edit the transfer work.

All old certify flags of " " (space) have the same meaning that X has now.
All old certify flags of N have the same meaning that S now has. All N have been updated to be S.

Transfer records marked for transfer should be transferred to PeopleSoft within about 1 hour between the hours of
6:00am and 6:00pm - once completed the certify flag will be an S.

Guides are located at the following links:

Advisor Guide: https://uachieve.humboldt.edu/DARSadvisorGuide.pdf

Student Guide: https://uachieve.humboldt.edu/DARSstudentGuide.pdf

TGC Guide: https://uachieve.humboldt.edu/DARSTGCguide.pdf

PeopleSoft course credit manual when students are still on the Admissions side of the house and the course credit is in
the Submitted stage the totals/gpa summaries will be blank/zero - until the student becomes a Real student at which
point their transfer work in PeopleSoft will become Posted and totals correctly populated.

No records inside (student) the box or outside (admissions) the box - we are working on ways to identify these records on
the screen - both will appear in the same Run Current area without any indication which you are running.

Web timeout is set to 45 minutes, this matches campus security practices - same as PeopleSoft/myHumboldt/etc.
FAQ's:
When the Export All button is used is the change immediate or is it an overnight process?

Answer: When you click the button to Export All, the change is immediate in uachieve. However the transfer bridge
process to move the records to PeopleSoft will not move those records until it is ran. Currently the running of the process
is a manual process that Mike Bradley runs. The schedule will be: at the top of each hour and every half hour so it is no
longer an overnight process. It's recommended that you make all your adjustments then choose to Export All.


https://uachieve.humboldt.edu/DARSadvisorGuide.pdf
https://uachieve.humboldt.edu/DARSstudentGuide.pdf
https://uachieve.humboldt.edu/DARSTGCguide.pdf

Does the Export All button affect a single student record or will anyone who has a particular Source ID be affected?

Answer: For a single student you are working on, ALL records for that student for that single Source ID that you clicked
Export All would be locked and marked ready for the transfer bridge.

Will the system export every record for a given Source Id each time the Export All button is used, ie, if three separate
people are making changes to student records in Butte College, and one clicks Export All, will every student record that
has a change that day (or that exact minute) be exported? Do the changes happen at the Source ID, as opposed to
individual student records?

Answer: For a single student you are working on, ALL records for that student for that single Source ID that you clicked
Export All would be locked and marked ready for the transfer bridge. The change occurs within the student record for that
student only and only for those colleges the student attended.
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DARS can be accessed from a new pagelet on the Faculty/Staff Resources page in myHumboldt Portal. Or you can enter
via the existing DARS link in PeopleSoft.
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By clicking the DARS link, another screen will open up to the DARS Dashboard:

HUMBOLDT STATE UNIVERSITY

Humboldt State University

| 3 Students ~ Batch o B4
Home

Students Batch

You must have the free Adobe Reader program installed on your computer to view the documents marked ([l Download the Tree Adobe Reader program
Copyright @ 2014 CollegeSource, Inc. All Rights Reserved
Privacy Policy
Selfservice Version: 4.2.1-10/02/2014 12:52 PM



Click the Students icon or choose from the Students drop-down on the green ribbon:

HUMBOLDT STATE UNIVERSITY

Students

Saarch
Lo R L=

Students

Batch

Enter a student HSU ID or first name, last name to run an audit:
HUMBOLDT STATE UNIVERSITY

. Students ~ Batch

Student Search

Search by Studé

First Name

Click the arrow under Select.

Sadents -
Student Search
Enter Student D Search by Student Name
StudentiD First M

= .
=



Choose to Run Current Programs:

.
#  Sdenis-  Bateh

Student Audits~  Courses ~  Comments  TransferEvaluaons  Euceplions

Select A Program

# Run Current Programs:

Degree Program Tite Catalog Year
L] Indeciared Spring 2014

OR Run Selected Program for a “what-if” DARS audit.

- Run Selected Program:

Choosing a degree program hére will not change your declared degree program.

Degree

Catalog Year

Choose the Degree and the Catalog Year.

@ Run Selected Program:

Choosing a degree program here will not change your declared degree program.

Anthropology - - ANTH

Degree

Fall 2013

Catalog Year

Under Options: Format offers Interactive DARS audit OR dropdown for PDF DARS audit.



Options

List All

Print Req.

Format

"' - Default =

"' - Default -

Interactive 5

Click Run Audit button.

Click the Program number associated with the audit or the View Audit link.

Sudert Audis+ Couses~  Comments  TransherEvakatices  Excepions

Completed Audit Requests

These 20 the 20d%s Pl have bown run 19 e past for s shuee(s record HiSag e "Run Audt” buton wi un 2 tew audt repod. Deledng audes semoves Bems hom Iy kst

0 Program CatogYear  ~Created Format RunBy

T04NEY Sperg 2014 03302015 10 13 AM =3

Interactive Audit.

@ Students ~ Batch
Student Audits ~ Courses ~ Comments Transfer Excep
Undeclared
Prepared On 04/19/2015 10:31 AM Program Code 0000
Student ID Graduation Date UNKNOWN
Audit Results HSU Coursework Applied Exceptions
Total Units Categories

You are here: # Audit

Click on any area of the graph for further detail.

— 4.0
Humboldt GPA
2.0 UD Total
General Educ
0.0 Institutions

Units GPA DCC

Major GPA
I complete In Progress Other Courses

Unfulfilled Planned o 50 100 150 0.0 2.0 4.0
Units GPA

a

o

@ Open All Sections @ Close All Sections

GE Cotalog Year 2081420

Request Audit

Catalog Year Spring 2014

Enter Exception Mode

& Printer Friendly



For an alternate (text) version of the graphs, select the small “a” to the right of the graphs.

Total Units Categories
You are here: & Audit Click on any area of the graph for further detail.

Humboldt GPA 270K
UD Total '
General Educ

: Institutions ‘
Units | GPA | DCG f 5 °

Major GPA
B Complete In Progress  ar Courses . .
Unfulfilled ! Planned 0 50 100 150 0.0 2.0 4.0
Units GPA
[ Open s [ Close All Sections 2

Bar chart with 1 items.

Y scale titled Scale label.
IEfearm 1, 2Z2.8.

Pie chart with 4 items.

Iterm 1, Unfulfilled 0% O.
Iterm 2, Plannmned 0% O.

Iterm 3, In Progress 0% O.
Iterm a4, Complete 100% 1 78.

Units
GPA

Shape
legend_  container, Label:

Complete
In Progress
Unfulfilled
Sldannced

To return to your audit, click the back link at the bottom of the description page.

For a PDF Audit, change the Format under Options:



Options

List All "' - Default
Print Req. "'« Default
Format PDF

Run Audit Cancel

Click Run Audit button.

Click the View Audit link.

D Progam Catdog Year  »Created

70947084 0000 Spong 2014

033072015 10:25AM

seiet aleled none

Format Run By

PDF Audit View. Make sure you've installed Adobe Reader and are not using Browser or Chrome in Android before

viewing this audit.

You are here: # Audit

Click on any area of the graph for further detail.
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http://www.adobe.com/products/acrobat/readstep2.html

Download PDF Audit

Make sure you've installed Adobe Reader and are not using Browser or Chrome in Android before viewing this audit

Activate Adobe Acrobat.

By clicking Activate Adobe Acrobat you will see the PDF open at the bottom of the page.

Units I GPA bce a
I compilete In Progress Major GPA
Other Courses 1 i

Unfulfilled Planned o 50 100 150 0.0 2.0 4.0
Units GPA

a

Download PDF Audit

Make sure you've installed Adobe Reader and are not using Browser or Chrome in Android before viewing this audit.

&R B & | @) (18| (= @) [0 [~ | ] B | [ Tools | Fill &Sign | Comment
Humboldt State University Degree Audit Report Iél

PREPARED: 04/17/15 - 02:03 PM

- GRADUATION DATE: UNKNOWN

PROGRAM CODE: 0000 Major Car ¥i- 201420
Undeclared

GE Catalog Year 201420

LEGEND

NC = REQUIREMENT NOT COMPLETED - = SUB-REQT. NOT COMPLETED
OK = REQUIREMENT COMPLETED + = SUB-REQT. COMPLETED

GE = GENERAL EDUCATION GPA = GRADE POINT AVERAGE

RG = REGISTERED IP = IN PROGRESS

Click Download PDF Audit to open the PDF in another window. Depending on which browser you use, you might get a
pop-up window asking you to click OK to open the PDF with Adobe Acrobat. If you get this window, just click OK.

You are here: # Audit Wl’ further detail.

— 4.0 sl
You have chosen to operc
20 # ...2015-03-30_10_25_27.0_Mon_Mar_30_10_27_53_PDT_2015.pdf
which is: Adobe Acrobat Document (166 KB)
0.0 from: https://uachieve.humboldt.edu
3 7
Units GPA What should Firefox do with this file?
© Openwith | Adobe Acrobat
B cComplete In Progress Save File
Unfulfilled . Planned Do this gutomatically for files like this from now on.

Download PDF Audit

Make sure you've installed Adgbe Reader and are not using Browser or Chrome in Andaid before viewing this aud



PDF Download view.

%53 avdin201 robat Pro = 2]
[ Fite  Edit View Window Help - =
eduisel | 2 Open | t} Croate ~ I 1 o & [ =2 I & (& & Customize ~ el Q
8 [ 1 ] /8 I ll. &% | — [ 81% [ - I | [EJ 58] Common Tools Fill & sign | Comment
liiunrl!)f)ldili‘n‘ﬂr Unaversty Degree A}u!;l Repont -
— PREPARED: 03/30/15 - 10:25 AM
GRADUATION DATE. UNKNOWN L
PROGRAN CODE: 0000 AMaor Car ¥r 201420

Undeclared

GE Catalog Yearx 201420

LEGEND
NO = REQUIREMENT NOT COMPLETED s - SBUB-REQCT. NOT COMPLETED
OX = REQUIREMENT COMPLETED - = SUB~REQT. COMPLETED
GE = GENERAL EDUCATION GPA = GRADE POINT AVERAGE
RG = REGISTERED IP = IN PROGRESD
. MC = MAJOR CONTRACT WA = WEIGHT ADJUSTED GRADE

NOT ALL DEGREE REQUIREMENTS HAVE BEEN MET

SENIORS - MUST APPLY FOR GRADUATION NOW!
To prevent a hold prior 1o regastration, apply onlme
or vint the Office of the Registrar, SBS 133
B g e e 1
foct A Thas audit addresses general education and overall degree
e requarements only. Some requirements may differ based upon your
major declaranon We encourage yvou to declare a major as
soon as possible

sesssss ENGLISH PLACEMENT TEST NOT REQUIRED® " ***s==
EXCEPT -- If you are pl on aking
that requare English proficiency. To take the
Enghsh Placement Test (EPT). please contact the
Testing Center, (707)826-3611, LB 024, for
exam mformation

S** ENTRY LEVEL MATHEMATICS TEST NOT REQUIRED ***
EXCEPT - If you are pl on taking
that requure Math proficiency. To take the
Entry Level Mathematics (ELM) test. please
contact the Testing Center. (707)826-3611.
LB 024, for exam mformanon

sesssss MATH PROFICIENCY *******
Your munumal math profi v has been d d to be
at the level of calculus (math 109). Depending upon
additional courses completed at HSU, you may meet other

P math req Please review the
Acadenuc Record section for all courses completed. If
yvou have a question regarding the math proficiency level
of a transfer course, please contact the Math Department.,
BSSB320.(707)826-3143

Under Audits you can Request New audits or Manage previously run audits. From this page, you can Delete audits no
longer needed.

D  Progem CatslogYear  +Created Fomat Rua By Tipe  View  Deleh
7096530 0000 Sprg 2014 MR 1AM (e | v VewAust
TOST063 0000 Spong 14 590U 0 v VewAut

From the sub-ribbon, click Courses to see Transfer Target or Transfer Source.
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0331201509 10 PM

Transfer Target

Transfer Source

Transfer Target view. Filtering by: Term or Grade.

Transfer Target Coursework

000 Catalog Year
UNKNON

These are courses that have already been taken. Adding or deleting courses fo this page will add or remave coursework to the student's record.

Term

Fall
2003

Fall
2003

Fall

2003

Fall

2003

Fall
2003

Course

ELEC.

ELEC.

ELEC.

ELEC.

GEC3

Seq

001

002

003

004

001

Title

TECHNOLOGY
TOOLS

TECH TOOLS
LAB

ADV/COMPET
ATHLETICS
SEMINAR

ADV/COMPET
LAB

INTENSIVE BEG
SPAN I&lI

Filterby: Term

Grade Recredit

c 2.00
c 2.00
A 2.00
A 2.00
A 8.00

v Grade ~ u
Ecredit Gpahrs Gpapts
2.00 200 4.00
2.00 200 4.00
2.00 200 8.00
2.00 200 8.00
8.00 8.00 32.00

Condc Alt1 Pflagl Alt2 Pflag2 Alt3

Transfer Source view. Filtering by: Term, Grade or Schools listed.

Transfer Source Coursework

These are transfer courses that have already been taken. Adding or deleting courses to this page will add or remove coursework to the student's record.

School

Calif State Univ Monterey Bay

Calif State Univ Monterey Bay

Calif State Univ Monterey Bay

Calif State Univ Monterey Bay

Calif State Univ Monterey Bay

Calif State Univ Monterey Bay

Filter by: Term

Cd

~ Grade - School

aTerm Course

Fall
2003

Fall
2003

Fall
2003

Fall
2003

Fall
2003

Spring
2004

CST101

CST101L

HWI 240

HWI 2401

SPAN 103

ESSP 110

vu

Title

TECHNOLOGY TOOLS

TECHTOOLS LAB

ADVICOMPET ATHLETICS SEMINAR
ADVICOMPET LAB

INTENSIVE BEG SPAN I&ll

CHEMISTRY |

Spreg 2094

Pflag3

Memo

Last Modified

02/04/201512:07

PM

02/04/2015 12:07
PM

02/04/201512:07
PM
02/04/2015 12:07

PM

02/04/201512:07
PM

Grade Credit

C 2.00
C 2.00
A 200
A 2.00
A 8.00
B- 3.00

FOR THIS NEXT SECTION, PLEASE HOLD ON USING THE COMMENTS FEATURE UNTIL CLINT ADVISES OTHERWISE.
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If you need to add Comments for students or other advisors, those comments can be private or public.

Aupdite = Coursos - Comments Tranefor Evalustions Erxceptions

Sk

Comments
yonm cormemants Sekect e “SRares with' Gk to m

Erfmr
g WA DS OF TN P rivaDe ™ fabo
b Craminbe @ psrivales st

Expard Al Colapaa A8

Click Add New Comment. Mark Private or Share With, add your comment and Save.

Commeants

Enter your commeants, Salect the "Share with” field to
share the commeant with others or the "Private™ ek

1o Ccreate a private mote

Aol FNaww Sormrmant

Expand Al 5 Collapsa Ml

Frorm: ke

Private & Share withe ] To: Student 9 To: Other Advisors

Example:
Students ~ Batch
Comments Transfer Evaluations Exceptions

Student: Audits -~ Courses ~

Comments
Enter your comments. Select the "Share with™ field to Add New Comment

share the comment with others or the "Private” field
to create a private note.

Expand All / Collapse All
[S] From: Me (SKH2T0) To ADVISORS © AFrIL 1, 2015 8:20 AM

Great student!

halr =i

See Transfer Evaluations for a list of coursework transferred from other institutions:



St Audts> Cowses~  Coms Emmu

Transfer Coursework

Coursewort ransiened fom ofter imsiubons

oSowrd  Gp Lxk  Cordly Lii! Wodified
() s St Lo Meorterey Bay

SEACSM o ] (015 5 85 AN
SEACEM 0 ¢ - NSRS AN
SEACEM 0 ] 0015 5 45.AM

LEGEND for Transfer Coursework screen:

Legend

4, Source Course (school you transferred from)

Fal
i

Fal
003

Fal
00

Fal
i

Fal

Fal
a0

ELEC

CSTH0IL

ELEC

HinM0

ELEC

@ Target Course (school you transferred to)

& Permanent Transfer {(cannot be edited)

See Exceptions to requirements/subrequirements. With this feature, you can now edit/add/delete exiting exceptions for
those that are configured. Lianne gave a list of those that should be configured based on exceptions that can be used
going forward by the "general" population - the non-configured exceptions can still be added/removed/etc. from the

client.

This menu item should act pretty much like the client side - with no edit/checks/etc. on what you enter in the fields. This
is unlike the Exception Mode (exceptions from audit) which is a framework that fills in some of the required fields/items

based on where you are clicking in the actual audit.

TECHNOLOGY TOOLS

TECHNOLOGH TOOLS

TECHTOOLS LAB

TECH TOOLS LAB

ADVCONPET ATHUETCS SEMMNAR

ADVICOMPET ATHLETICS SEMMNAR
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.3 Shsjeats = Ealch Repoiis

Audis +  Courses =  Commests  Trassler Evakaion m

Exceptions

Escepbions bo requisementsisubrequinemants. Adding o deleting enceplions detetes hem from e shudents academe ecend

aslac AR B e

8 Code A R At bobs Farado Hasa Course Reourss Aath Code Edil  Delete
i ER R U ERnow GEC &
2 FC C P Fonoe BE 157 GE C1 T

Sarrslis 3N USCORRZUINES Sacielion pe
0 5 o T e i s

Click “Exceptions” then click “Add Exception” and choose an Exception Type from the list by clicking on the description.

£ Students - Batch Reports

Student: Audits v Courses v Comments Transfer Evaluations Exceptions

Choose an Exception Type

Return to list of exceptions

Description - Exception Code
SR - Will add a requirement that will hold additional item. SR
AS - Add Sub-Requirement Course (used in Exception Mode) AS
C$ - Title specific using course to swap instead of pseudo [o:3
DS - Delete Sub-Requirement Course (used in Exception Mode) Ds
ER - Edit Requirement/Sub-Requirement (used in Exception Mode) ER
FC - Force Course (used in Exception Mode) FC
RD - Used to delete course from sub-requirement. Only one couse per exception. RD
RE - Delgte for OR'd course. Only enter first course ofthe OR'd set RE
RI-Insert a course inta course list Also o add count or hours to 3 sub. Can insert more than one course. RI
RS - Swap any course in specific sub-req with replacement course. Put course from course list first. Can swap more than one course per exception RS
RY - 1A Override Estimated Hours RY
35 - Swap Sub-Requirement Courses (used in Exception Mode) 35
Ul - Force Any Course Anywhere ul
Y2 - Alternate Catalog Years for Minors Y2

Add the message you want displayed on the audit to the student, the Hours Waived by the Exception and a Memo then
click Save.

. Students - Batch Reports

Student: Audits - Courses - Comments Tranmsfer Evaluations Exceptions

Add C3 - Title specific using course to swap instead of pseudo.

Message displayed on

audit TEST

Hours Waived 3

Exception to pseudo course req.
Memo SKH270 7/M1/M15

Save Cancel

On the main Exception tab, a summary of the Exceptions performed is displayed. To edit an entry, click the Edit
checkbox and to Delete — check the box then click the Delete button. To resort the columns, click the header.
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Exceptions

Exceplions o reguirementsisubrequirements. Adding or deleting encep®ons deletes them from the sludent’s academic record

sel T =
«f Code A R AwdiNole Preudo Name Course Rcourse Auth Code Edit  Delele’
1 ER R WU ERnce GEC ry
2 EC © P FCnole PE 15T GEC1 ir g
3 [+ T TEST ird

To run a batch of student audits, choose the “Batch” option on the green ribbon:

Blakch Definiiioes Sokeduled Jobs Fun Results.
Batch Definition List
Filer by Typa - Cownes -3
P e
ald Description Run Type Cramesr Cloms Edit Dislats
] TEST S Aiihl wiCoase Son SEHITO ] [r
161 TEST2 S At wiComse Sor SKHER L] [F ]
181 TEST 3 SAucht wiComse Son SKHET th [r

If you choose to “Add Batch”, click the button and add a description:

Add Batch

Description TEST BATCH 1

Print Req. Mormal Audit =

- Save & Continue Save & Finish Cancel

Click “Save & Continue”.

On the next screen, click “Add Batch criteria”.

15



Criteria List

1. Deging 2 o 3 Schoduls 4 Share

Add Babch eriteria Delete

sokert allsakct P

Operand Operator ailue ] Miowe Up Mowve Daown Edit Delsis

Save & Continue Save & Finish Cancal

Add the criteria related to your batch. You can use the dropdown menu for the option “Operand” to choose from:
Student Degree Program, Student Catalog Term, Graduation Date, Hoop Date, Advisor and EMPLID.

By selecting the “Operand” student degree program, you are provided with degree programs to select from via the
equals and the radio button. Choose your degree option under the second drop-box labeled “Operator”.

Add Criteria

1. Description 2. Criteria 3. Schedule 4. Share
And/Or E
f P
Operand Student Degree Program E
Operator equals t

Next choose the degree program and click “Save”.

.@.

) T =/

Value

) E|

If your criteria is complex and has more than one Batch criteria chosen, you will have the option to “Move Up” or “Move
Down” the different criteria within your whole list of criteria on a specific batch, see example below:

16



Criteria List

1. Descnption 2 Citena 3 Schedde 4 Share
select alkseiect none
AndiOr ( Operand Operator Value ) Edit Delete
StudentDprog equak ARSS T
and CatalogTerm equak Fal 2014 4
Save & Continue Cancel
For example | may need to “Move Up” the “CatalogTerm” criteria to adjust the logic for this batch:
Criteria List
1. Descriphion 2 Crtena 3 Schedue 4 Share
select aliselect none
And'Or ( Operator Value ) Move Down Edt Delete
and equals Fal2014 5 r4
equals ARSS > z

Save & Continue | Save & Finish eI

Next you have the option to “Add Batch Schedule”. Note: Leave the Start Date blank or click “Skip”. Otherwise make
your choices and click “Save & Continue”.

Addd Batch Schedule

1. Description 2. Criteria 3. Schedule = Share
Freguemnocy Onoce v|
Start Date =1 =
Start Time 00:00:00 O =

Skip Save & Continues Sawve & Finish Cancel

If you want to share the batch you created, define the “Shared Batch List”.

17



Shared Batch List

1.Descripion 2 Crteria 3 Schedule 4 Shae

select aliseled none

User View Edit Delete Run Schedule Edit Delete

Choose the user to share the batch with under the “User” drop-down menu. Then choose the users rights — view, edit,
delete, run and/or schedule.

Add Batch Share

1. Description 2. Criteria 3. Schedule 4. Share

Sabre Stacey =

=

Edit

Delete
Run

Schedule

|
]
]
L
Save Batch Share

Cancel

Click the “Save Batch Share”.
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Over time you may develop a “Shared Batch List”:

Batch

Shared Batch List

1. Desenplan 2 Criteria 3, Schedue 4, Share

select altseiec] none

Click “Save & Finish”.

Once you have defined your batches, it will be added to a “Batch Definition List”.

O — - I

Batch

Biarichs Dredl o Schreduled Mo Rum Resulls

Batch Definition List

Filler by Type = e - n
select alisstect nong
Run Batch ald DiescripSon Run Type Chwmsr Clone Edit Delets
9B TEST S-Audil wCouse Soit SKHZTD 4] r
Hun 161 TESTZ S-Rugdil wlourse Sort SEHZM ] r§
Run 181 TEST3 S-Rudit wiCowrse Sof SKHZTO 4] #

Click “Run” only once to run the audit. The “Run” link may change to read “Running” then change back to read “Run”.
This just means your batch is in the queue and will begin “Running” once your batch is queued up. By clicking “Run”
more than once, you will be adding the same batch into the queue multiple times. Please be advised this may cause
slower response time in returning your audits. Please note, you will receive a pop-up warning message that tells you
how many students will be included in the audit batch that you are about to run. If for some reason the batch doesn’t
run at all (remember that you are in a queue), please check your criteria because something may need to be changed
such as if you started your criteria with a “and” statement. Batches are valid for 24 hours so if you need to keep one,
you can save the PDF batch or print it out to keep a hard copy.
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Notice the tabs for “Batch Definitions”, “Scheduled Jobs” and “Run Results”.

n Students ~  Batch

Batch

Batch Definitions Scheduled Jobs Run Results ]

Batch Definition List

Filter by: Type » Owner - u
Add Batch

From these choices, you can run previously defined “Scheduled Jobs” or “Unschedule” jobs.

Batch
Batch Definibons
Schedule Job List
D Descripton Hext Rim Pravicus Run Unschediie
Balch_08 Bakh_B6 03-23-2015 22:00:00 03-22-2015 230000

“Run Results” will show you the audit results from your batch runs. Filter by: Type or Owner. You can toggle back and
forth from the “Batch Definitions” tab to the “Run Results” tab to refresh the page to see the in-progress results of the
running batch. Please note, you will receive a pop-up warning message that tells you how many students will be
included in the audit batch that you are about to run. Running one for “9624 students” will be a slow return.

Batch
8akh Defingons Schecduied Job Run Resu's
Run Result List
[F*.a't, Type v Ownee v ﬂ ]
ald Description Type Owner Last Run Date Student Request Statuses View Audits

The in-progress status listed under “Student Request Statuses” noting the number of audits being returned either “Not
Complete” or “Complete” (referring to whether the student has completely satisfied all requirements met) or if there is
an error with a specific student audit it will state “Failed”. While “In-Progress” for students is not an option at this time
but may be a vendor enhancement at a later date.
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Batch

Batch Definions Schedued Jobs Run Resuts

Run Result List
Fiterby Type « Owmer v °
ald Description Type Owner Last Run Date View Audits
% TEST S SKH270 0410015

To pull only “Complete” or “Not Complete” results, change the “Print Req” drop-down option under “Add Batch” to read
“Show Incomplete Regs. Only”

g Students - Batch
Add Batch
Description TEST BATCH 1
Print Req. Show Incomplete Regs. Only

Save & Continue Save & Finish

Or to read “Show Complete Regs. Only”.

Add Batch

Description TEST BATCH 1

Print Req. Show Complete Regs. Only -

Save & Continue Save & Finish Cancel
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Under “Run Results”, click “Audit”.

Batch

Batch Defindons Schedued Jobs Run Resuls Blackouts

Run Result List
Fiberby: Type = Cwmer - [
ald Description Type Owmer Last Run Date Student Request Statuses View Audits
141 TEST BATCH 1 5 SKH2TO 033015 162 Mot Complete | 20 Complete [ 1 Failed =2

Run Results List returned below. By clicking on each header (Job ID, Student, Name, etc.) you can resort the list. You
have the option to “Open All in PDF” or open each individually.

Balch DeSmitions Schedued Jobs Run Resuts

Run Result List

Open All In PDF

Degree Term Status

BAMK 201340 Successt
BATO0OR800000001 Apaez, BAMK 201440 Successiu
BATO009800000001 Aramesh BAMK 201040 Succosshd =3
BAT0009800000001 Aramesh BAMK 201040 Successid =3
BAT0009800000001 Amold, BAMK 201340 Successhd =3
BAT0009800000001 Aytward BAMK 201340 Successhd =3
BATO0CH800000001 Beftran BAMK 201340 Successhl =3
BAT0009800000001 Bernokero, BAMK 201140 Successhd =
BAT0009800000001 Bethuy BAMK 201320 Successid =3
BAT0000800000001 Boke BAMK 201340 Successhl =3

To “Log Out” or see “Help”, click the gear icon in the upper right hand corner of the screen:

Budts »  Couses~  Expeptions

Transfer Coursework
Coursewark transfemed from othes insfitutions
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