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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. 

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 ....................... PG.5 
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Lesson 1: Running the queries or creating your file 
 

 
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 
 
Click Excel 

 

 
2 An excel 

spreadsheet should 
open.  Delete the 
first two rows and 
then all columns of 
data except the 
emplids 

 
 

Navigation: Home > Reporting Tools > Query > Query Manager 
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3 Once all deletions 

are complete, save 
the file 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” 

 
 
 
 
 
 

4 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 

 
 

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

 
 

3 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” 
 

 
 
 
 
 
 

4 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 
 

 
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 
Search. 

A new run control 
needs to be 
created… 

Click on Add a 
New Value,  
enter a name for 
the run control, 
and click Add. 

 

 

 

2 Select the following 
Institution: SOCMP 
Student Group:  Use the magnifying 
glass to find the Student Group you 
want to use. 

 

 
 

Navigation: Home > SON Customization > SON Campus Solution > Student Records 
> Process > Student Group Load 
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  3 Click look-up  

 
 

  4 Action:  Add 
 
Date Added:  Leave 
as the defaulted date 
of today.  
 
FTP Target:  
SONSRFTP (Student 
Records) 
 
Click the Begin File  
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   5 Click on the 

Browse… 
Select the same file 
that you saved to 
your desktop in  
Step 1 
 
Once you’ve selected 
the file click on 
Upload 

 

 

  6 Your file should be 
reflected here. 

 
 

 
 

  7 Make sure to click 
SAVE at the bottom 
of the page 

 

  8 Click on Run  
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 9 Select the following 
parameters on the 
Process Scheduler 
Request 
 
Click OK 
 

 

 
 

   10 Click on Process 
Monitor 
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  11 Check the run status 
and click Refresh 
until you see Success 
and Posted 
 
Once this occurs click 
on the Details link 

 

 
 
 

12 Click the View 
Log/Trace File to 
review what has 
occurred during the 
process.   
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13 Click on the report  
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  14 Your report should 
look something like 
this 
 
Every line you see 
that says: 
$id_PSemplid: 
002778755 
Means that a student 
group was 
successfully loaded 
for that emplid. 
 
Every line you see 
that says: 
30:PSEmplid 
provided but not 
found 
30 Student not 
found in database 
This means that 
PeopleSoft could not 
find that ID in the 
system.   

 
 15  Check the bottom of 

the report to see if all 
the records were 
successful or if there 
were errors. 
 
Reason for errors:  ID 
is incorrect on the file 
upload. 
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