.—-1_

SONOMA o
STATE UNIVERSITY PeopleSoft Student Administration 8.9

Student Group Load:

OBJECTIVE: Explain steps taken to use the Student
Group Load to assign Student Groups to students
using a query or file

CONTENTS:

LESSON 1 RUNNING THE QUERIES OR CREATING YOUR FILE..PG. 2
LESSON 2: RUNNING THE STUDENT GROUP LOAD

NEED ADDITIONAL INFORMATION?

For further questions on this process please go to the CMS webpage at
http://www.sonoma.edu/cms/contact.shtml to locate the
STUDENT RECORDS FUNCTIONAL LEAD
under Student Administration.
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Lesson 1: Running the queries or creating your file

| Navigation: Home > Reporting Tools > Query > Query Manager

Introduction: Before you can use the Student Group Load, you will need a file of emplids that
you need to activate or inactivate a student group for. You can either use a query from
PeopleSoft, or create your own file manually.

Using the Query Tool:

Step Action Screenshot

1 Navigate to Query
Manager and find

the query you
would like to use Enter any information you have and click Search. Leave fields blank for a list of all values.

Query Manager

Find an Existing Query | Create New Query
Click Excel

*Search By: |Query|\|ame j hegins with

Search | Advanced Search

Search Results
*Folder View: |~ All Folders - 7
Checkﬂdll Uncheck Al | *hcﬁon:I—Chnose— vl G0|

F ]
Query Customize | Find | View All| % First E 1 of 1 m Last

. |Runto (Runto
Select|Query Hame Descr Owmner |Folder Edit HTHL _ Schedule

[~ SON_AD_AC TOT_EMAIL  Application status wi email Public Edit HTML @ Schedule

Find an Existing Query | Create New Query

2 An excel
spreadsheet should
open. Delete the
first two rows and
then all columns of
data except the
emplids
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Once all deletions Hint: Name the file according to student group you will be using, such as

are complete, save
the file as a CSV
(Comma delimited)
(*.csv) to your
desktop

“PCCR_NOVEMBER.csv”

You will get a
warning about
saving it as a CSV
file.

Click Yes

Creating Your Own File:

Step

Action

Screenshot

1

In Excel, enter the emplids
that you would like to add to
a student group in column 1

*Do not enter other
information in any other
columns or rows

Save as a CSV (comma
delimited) (*.csv) to your
desktop.

Hint: Name the file according
to student group you will be
using, such as
“PCCR_NOVEMBER.csv”

You will get a warning about
saving it as a CSV file.
Click Yes
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Lesson 2: Running the Student Group Load

> Process > Student Group Load

Navigation: Home > SON Customization > SON Campus Solution > Student Records

Introduction: Before you can use the Student Group Load, you will need a file of emplids that
you need to activate or inactivate a student group for. You can either use a query from
PeopleSoft, or create your own file manually.

Step Action

Screenshot

1 If

Then

A run control
exists and you
know the ID...

Enter it in the
Run Control ID
box and click

Batch Student Group Assignment

Find an Existing Value

Add a Mew Value

Enter any information you hawve and click Search. Leave fields hlank -

Search.
A new run control | Click on Add a
needs to be New Value,
created... enter a name for

Run Control ID: | pegins with ~ ||

[ case sensitive

the run control,
and click Add.

Search I Clear I Basic Search Sawe Search Criteria

2 | Select the following

Institution: SOCMP

Student Group: Use the magnifying
glass to find the Student Group you
want to use.

Student Group Load

Run

Run Control ID:  Batch_Transcript Report Manager Process Monitor

Process Request Parameters

Institution: SOCMP Sonoma State University

Student Group: |V51G C 51 Unit!LIBH GE Pattern

Action: Add -

06/22/2009 [+

Date Added:

|

FTP Files *

FrPTargel‘.‘l (Mone) vl
Beqin File Upload

MOTE: The file path / name may NOT contain spaces

STUDENT RECORDS
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3 Click look-up
Look Up Student Group

Search by: |StudentGroup =] begins with

Look Up I Cancel IAduanced Lookup

Searching this table may take a long time. Enter values above before requesting Lookup.

4 Action: Add

Run Control ID:  Batch_Transcript Report Manager Process Mom
N—

Date Added: Leave
as the defaulted date

of today.
FTP Target: Institution: SOCMP Sonoma State University

SONSRFTP (Student

Records) Student Group: V516G Q) 51 UnitlLIBH GE Pattern

Click the Begin File Action: Add x

Date Added:  06/22/2009 |3

*FTP Files *

FTP Target| SONSRFTP (Student Re v | optiappshrsofiderinisonsiip!

Begin File Upload NOTE: The file path / name may NOT contain spaces

<
|

&l save | Return to Search | [Z] Motify | (&) Previous tab | (=) Next tab |

STUDENT RECORDS
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5 | Click on the
Browse...
Select the same file
that you saved to
your desktop in < Upload ancel |
Once you've selected
the file click on
Upload
6 Your file should be
reflected here.
Run Control ID:  Batch_Transcript Report Manager Process Mon Run >
Process Request Parameters
Institution: SOCMP Sonoma State University
Student Group: V516 & 51 UnitlLIBH GE Pattern
Action: Add -
Date Added:  06/22/2009 |31
*FTP Files *
FTP Target| SONSRFTP (Student Re v | optiappshrsofiderinisonsiip!
Begin File Upload | NOTE: The file path / name may NOT contain spaces
— L ——
C/’ﬁpﬂappsmpsnﬂfxferﬂnfscmsrﬂpJ'Student_Group.csv uploaded by 00006981 (6/22/2008 03:49 PM) \>
\\ //
@ Return to Searchl [Z] Motify | -Pre.lcuatabl -Nexttahl
7 Make sure to click
SAVE at the bottom
of the page
8 Click on Run
7
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9 Select the following
parameters on the
Process Scheduler
Request

Click OK

Process Scheduler Request

User ID: 00006981 Run Control ID: Batch_Transcript

Server Name: IPSUNX 'I RunDate: 061222009  [3
Recurrence: | *| runTime:  352718PM Resetto Current Date/Time |
Time Zone: Q

Process List

Select |Description Process Hame Process Type Type *Format Distribution
¥ SMASA100 SMASA100 S0R Report |Web vl |PDF vl Distribution

0K Cancel

10 | Click on Process
Monitor

Run Control ID:  Batch_Transcript ReportManaquun |

Process Request Parameters

Institution: SOCMP Sonoma State University
Student Group: |V51G |2, 51 Unit/LIBH GE Pattern
Action: Add -

Date Added: 06/22/2009 [
*FTP Files *

Fip Target:l SONSRFTP (Student Re | Joptiappsihrpsofttderfin/s onsitp/

Begin File Upload | NOTE: The file path / name may NOT contain spaces

|fop'u'appsfhrpsnﬂrxrerﬂnfsnnsrﬁpfstudent_Grnup.csv uploaded by 00006881 (6/22/2009 03:49 PM)

B save | L4 Return to Search | [=] Motify | Previous tab Next tab
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Log/Trace File to
review what has
occurred during the
process.

11 | Check the run status _
and click Refresh
until you see Success | JEEEIER
and Posted View Process Request For
Once this occurs click |  UserD: 0006981 Q Type: | Suast |1 [pas 3] _Refest |
on the Details link o | Name: Q, Instance: fo|
Run v D'“"""“""I -l WV Save On Refresh
Status: Status
Process List Customize | Find | B e gor M et
nstance’; Process Type ::I)“cess User Run Date/Time Run Status I]|slnhut|0n Details
526353 SOR Report SMASA100 00006981 06/22/2009 3:52188M POT Success Posted '
12 Click the View

Process Detail

Process
Instance: 526353 Type: 50R Report
Hame: SMASAT00 Description: SMASA100
Run Status:  Success Distribution Status: FPosted

Run _________________________________[lUpdateProcess

Run Control ID: Batch_Transcript " Hold Request

Location: Server © Queue Request

i* Cancel Request
Server: PSUNX o

" Delete Request
DEELIIELEE " Restart Request
Request Created On: 06/22/2009 3:56:00PM PDT Parameters Transfer
Run Anytime After:  06/22/2009 3:52:18PM PDT Message Log
Began Process At 06/22/2009 3:56:28PM PDT
Ended Process At: 06/22/2009 3:56:46PM PDT View Log/Trace

STUDENT RECORDS
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13 Click on the report

View Log/Trace
ReportiD: 174394 Process Instance: 526353 Message Log
Name; SMASA100 Process Type: SQR Report

Run Status: Success

SMASA100

Distribution Details

Distribution Node: HSONTRM Expiration Date: | 06/24/2009

File List

Hame File Size es Datetime Created

B_ShiASAda8-526353 log 1,615 06/22/2009 3:56:46.000000PM PDT
smasalil 526353 .out 9,865 06/22/2009 3:56:46.000000PM FDT

Distnbuie To

Distribution ID Type *Distribution 10

User 00006981
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SMASLA1OO.SOgr
Creates Update Student

Your report should
look something like
this

Group Records

SMASAI00. sgr
Create//Update Student Group Records

EEGIMN AT: 0O9:50:16
Input Farsunseters

La=st Updated

Every line you see

thatsays: Institution = SOoCHP
. . Student Group = LECF
$id_PSemplid: hotion Tupe - A
002778755 Date Added = 10-MAR-Z005
Filenarme FoprtSappss hrpsofe/wfers/inssonadfops/stcudentgroup load
Means that a student
group\NaS Sid_PSEmplid: oo127g893:2
$id_PSemplid: OO01293557
Successquonaded §id PSemplid: D01575761
. $id_PSemplid: 001880112
forthaternphd. $id PSemplid: 001962495
$id_PSemplid: 001983753
E l $id PSemplid: 001988351
very line you see $id_PSemplid: 002012119
thatsays: $id PSemplid: O00Z037560
. $id_PSemplid: O0Z0S50183
30:PSEmplid $id PSemplid: O0ZO0S372Z3
$id_PSemplid: 002084009

provided but not
found
30 Student not

§id PSemplid:
Sid_PSemplid:
§id PSemplid:
Sid_PSemplid:

o0=z152045
002169133
002173355
002215955

found in database $id PSemplid: ODZ277475
. $id_PSemplid: O0Z351068
This means that $id_PSemplid: 002430495
PeopleSoft COU|d not $id PSemplid: 002503220
. . $id PSemplid: OO0ZSO9135
find that ID in the $id PSemplid: 002587902
$id PSemplid: 00Z 689350

system. $id_PSemplid: 002719124
$id_PSemplid: O0Z7z8601

$id_PSemplid: 002764910

$id_PSemplid: 002769941

$id_PSemplid: 002778508

$id_PSemplid: O0Z 778755

$id_PSemplid: 001234567

SO0:PSEmplid Prowided but not found : [O
F0:Student not found in database - [O
§id PSemplid: 0034585217
F1:FP3Emplid Prowided but not found : [O
Sl:5tudent not found in database @ [O
15 CheCk the bOttom Of HNwmber of 3tudent Groups Records Read
the report to see |f a" Humber of Student Groups Hist Records Inserted
therecordS\Nere HNumber of Student Groups Hist Records Updated u]
SUCCESSfUl or |f there Hwmber of 3tudent Groups Records Deleted u]
Humber of Student Group Duplicates Found a
were errors. Iunber of Error Records (:)

Reason for errors: ID
is incorrect on the file
upload.
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