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Student Groups (Staff View)

This Job Aid provides instructions on viewing, assigning, and batch processing student groups.

Student Groups

Navigation: Admin Home > Campus Community Tile or Student Records Tile > Person Data Tile >
Student Groups

Row Level Security

s
L3
J

Class Search

7 Add/Update a Person

Fall 2021 and Forward ==
& | FERPA Quick Entry (prvcy rst)

LA

Person Data i~ External System ID

Bt O ¢ Student Services Center
asir
;Q \_y B Service Indicators v
~

P | & Student Groups

The Student Groups folder contains three menu items:
¢ Process Student Groups: used to assign students in batch
o Student Groups: used to assign students individually
o View Student Groups by Student: used to view a list of students a student group
View Student Group (Individual)

1. Select Student Groups from the menu.

B Student Groups ~

Process Student Groups

Student Groups

View Student Groups by
Student

The Student Groups Search Page will open where you will search for the student.
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Person Data N QA A ¢ @

Mew Window | Help
Student Groups

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

Find an Existing Value

Search Criteria

D | beginz with « | .

Campus ID:| begins with |

Mational ID: [ begins with ~|

Last Name: | begins with ~
First Mame: | begins with

Oinciude History O correct History [Ccase sensitive

Clear | BasicSearch & Save Search Criteria

2. Enter the student’s ID, if known. If you do not know the ID number, search by Last Name/First
Name.

Note: Within Campus Solutions, the ‘A’ in student IDs (APID) has been replaced with a “1.” For
example, legacy SIS ID A123456789 will be 1123456789 in Campus Solutions.

3. Click Search.

Note: If there are FERPA restrictions on the student’s
data, you will receive a pop-up message advising
against sharing the protected data.

Review the FERPA restrictions and click OK.

T st hs e

The Student Groups page will open where you can view all groups that have been assigned to the
student.

In the example below, Row 1 of 1 is displayed indicating that the student has one Student Group
assigned: EENS — Environmental Studies Tracking.
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Person Data QAL @

New Window | Help | Personalize Page

Student Groups

oy =
Academic Institution Details Find | View All First ‘4 10f1 ‘¥ Last
“Academic Institution MSUSS | Michigan State University T i
I *Student Group EENS | O Environmental Studies Tracking I
Details Find | View All First ‘4 10f1 ‘& Last
. O T T " . r ® (=]
Effective Date |02/03/2021 [ Status | Active ~
Comments
Last Update Date/Time 02/03/2021 10:56:58AM by Type Manual
[ Save | |[Gh Retum to Search || = Notily pdat =l Include History | (57 Comrect History

Add Student Group
4. To add a new student group, click the [+] Add a Row button.

Row 2 of 2 will display for you to enter details for new Student Group assignment.

Person Data R Q f:‘. : @

Student Groups

i =
Academic Institution Details Find | View All First '# 2072 '} Lasl
*Academic Institution MSUSS @ Michigan State University T ][]
*Student Group UATH Qe Intercollegiate Athletics
Details Find | View All First ‘&' 10f1 ‘& Last
“Effective Date (021232021 ';[j@ Status [Acive v ==
Comments
[Footzan
Last Update Date/Time 02/23/2021 3:45:21PM by Type Manual
[fl Save ||t Return to Search (=] Motify pdat & Include History -+ Correct History

5. Student Group: Click the look-up and select from the list.

Note: The search results list will display only those Student Groups for which you have access.
6. Effective Date: Defaults to today’s date. Change, if necessary.
7. Click Save.

The student now has two Student Groups assigned. Click View All to see all student groups at-a-
glance. Click View One to toggle back to the single Student Group view.
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Person Data @ QA i @
Student Groups
o
Academic Institution Details Find | View 1} First ‘4 1.20f2 ‘b Last
. ion MSUS5 EAIE
‘Academic Institution MSUSS Q@ Michigan State Universily T =l
*Student Group EENS |, Environmental Studies Tracking
Details Find | View All First ‘4 10of1 & Last
= +=
*Effective Date 02/03/2021 [{ *Status | Active v o=
Comments
Last Update Date/Time 02/03/2021 10:56:584K by Type Manual
*Academic Institution SUE5 @ Michigan State University #[=
*Student Growp |UATH [@, Intercolleqiate athletics
Details Find | View Al First ‘4 10f1 & Last
. . o A —— +][=]
Effective Date 0272372021 [ Status | Active v S
COI!!N_?G[S
Football
Last Update Date/Time 02/23/2021 345:21PM by Type Manual
[{]save | [5h Retum to Search =] Notity 1t s Include History 7 Correct History

Remove Student Group

You can remove a student group by either deleting the row, or by changing the status to inactive. Instructions
for both are provided below.

Delete Student Group
1. Locate the row for the student group you wish to remove and click the [-] Delete Row button (see
image above).

You will receive a pop-up message confirming the deletion.

Delete current/selected rows from this page? The delete will occur when the transaction Is saved.

oK Cancel |

2. Click OK. The row containing the deleted student group will be removed.

In this example, the row containing EENS — Environmental Studies Tracking group was removed, and
the student now has only one student group: Row 1 of 1: UATH - Intercollegiate Athletics.
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Person Data QA LA ¢ @
Student Groups
= = il
Academic Institution Details Find | View 1 First ‘& 10f1 ¢

“Academic Institution MSUSS O

Michigan State University

I. Student Group UATH Q Intarcollagiate .'.:r:lnt:r:.l

Details Find | View All First ‘&' 10of1 ‘& Last
Effective Date 02/23/2021 [[3) Status | Active ~
Comments
Foolball
Last Update Date/Time 02/23/2021 3:45:21PM by 124355260 Type Manual
[G]Save | [Gh Returnto Search | | Notify ] Updat &l Include History 2 Correct History

3. Click Save.
Inactivate Student Group
1. Locate the student group you wish to inactivate.

2. In the Details section, click the [+] Add a Row button (see image above).

This will create a new effective-dated row for the status change.

Person Data n Q f:& H @

Student Groups

- — i =
Academic Institution Details Find | View 1 First ‘4’ 10f1 ‘&' Last
*Academic Institution MSUSS O Michigan State University + =]
“Student Group UATH @ Intercollegiate Athletics
Details €—— Find | View All First '4' 10f2 } Last
*Effective Date |02/25/2021 [ Status | Inactive
Comments
kick off the team
Last Update Date/Time 02/23/2021 3:46:12PM by 124355260 Type Manual
|Gl Save | [z Retumn to Search (=] Motify pdat il Include History [ Correct History

Effective Date: Defaults to today’s date. Change, if necessary.
Status: Click the drop-down and select Inactive.

Comments: Enter justification.

o o M w

Click Save.

The student group now has an Inactive status. To view historical details for this student group, click
View All.
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Student Groups

- - i
Academic Institution Details Find | View 1 First ‘&' 10of1 &' Last
*Academic Institution MSU55 Q Michigan State University +] :|
*Student Group UATH | Q Intercollegiate Athlefics
Details Finc First ‘4/ 10f2 *' Last
*Effective Date |02/25:2021 |5 *status [Inactive w o
Comments
kick off the team
Last Update Date/Time 02/23/2021 3:46:12PM by N Type Manual
[l Save | [&h Retumto Search | |[=] Motify ] 5 Include History | [57 Correct History

All rows are now visible for this student group and you can see the date it was assigned, as well as the
date it was activated.

Person Data QL @ @

Student Groups

B = i T
Academic Institution Details Find | View All First ‘4" 10of1 '} Last
- I +| =
Academic Institution MSUSS @ Michigan State University 3 [=]
*Student Group UATH | Q) Intercollegiate Athletics
Details First ‘&' 1.20f2 ‘& Last
i 25, i . [ F| =]
*Effective Date |02/25/2021 [3) Status | Inactive
Comments
kick off the team
Last Update Date/Time 02/23/2021 3:46:21PM by ¢ - Type Manual
“Effective Date |02/23/2021 i) “Status | Active v| 44— Hiz
Comments
[Football |
| |
Last Update Date/Time 02/23/2021 3:4521FM by . Type Manual
i Save | [gh Retum to Search =] Motify | Update/Display £ | [i7» Comect History

Process Student Groups (Batch)

Navigation: Admin Home > Campus Community Tile or Student Records Tile > Person Data Tile >
Student Groups
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v Admin Home

£ Campus Community

e = = . .
Closs Search Row Level Security ’
. 7 Add/Update a Person
°, I A
Foll 2021 and Forward i e ==
L] L’ &~ FERPA Quick Entry (prvcy rst.)

|
J I~ EBxernal System ID

Campus Communtty Student Records Academic Advising i Dabl

. Swdem Services Center

o T par °
.-Q r& ;Q \ B Service Indicators v
=

—_— & Student Groups

1. Select Process Student Groups from the menu.

& Student Groups A~

Process Student Groups

Student Groups

View Student Groups by
Student

The Run Control page will open.

PersonData (@ Q A ¢ @

Process Student Groups

Eind an Exsting Value Add a New Value

Run Conftrol ID <4—

Add

Find an Existing Value | Add 3 New Value

2. On the Add a New Value Tab, enter a Run Control ID.
3. Click Add.
The Process Student Groups page will display.
4. Population Selection: Complete the following in the Population Selection section:
a. Population Selection: Click the checkbox to select a specific population.

b. Selection Tool: Click the drop-down and select a source (e.g., External File, PS Query,
etc.).
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In the example below we selected PS Query as our selection tool.

c. Query Name: Click the look-up and select the query from the list.

Person Data w Q /Ay @
Process Student Groups

RunControlID:  msu_cc_assn_umbt Report Manager  Process Monitor Run

Population Selection

%uuulalmn Selection ﬁ
Selection Tool | PS w EditPrompts @
3G_ACTV_UATH_ATHLETES |Q

Query Name S

Launch Query Manager Preview Selection Results

Student Group Data

*Academic Institution [ISUSS @, Michigan State University Dupdate Tuition Calc Required
*Student Group Q
*Effective Date 0223/2021 |[w
*Effective Status | ]
Comment|

Student Override

[ student Override
Fsae | (i Noily [ Aad_| [ Updatemispiay
d. Edit Prompts: Click the hyperlink to enter a specific term.
The Query Prompts window will open where you can search for the term.
i. Click the Term look-up

ii. Select a Term from the list.

Help

Query Prompts

NotLess Than Current Term

In this example, we selected the Fall Semester 2021 (2218).
iii. Click OK.
e. Preview Selection Results: Click the hyperlink to generate a list of all the students that will
be added to the group.

5. Student Group Data: Complete the following in the Student Group Data section:
a. Student Group: Click the look-up and select from the list.

b. Effective Date: Defaults to today’s date. Change, if necessary.
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Process Student Groups

Run Control ID:  msu_cc_assn_umbt Report Manager  Process Monitor

Population Selection
=] Population Selection

Selection Tool | External File |

Attached File HumanBioUN1_(10).csv UploadFlle Delete Flle MIENERs
File Mapping MSU_CC_ASSN_UMBT Q Edit File Mapping Praview Selection Results
Student Group Data
*Academic Institution lASUS5 Q, Michigan State University [lupdate Tution Calc Required
*Student Group EBMT Q Q, Biomaterials Engr Tracking
*Effective Date 02/23/2021 {11
*Effective Status | A VIB
Comment [TEST @ .
Student Override
L [ student Override
1_|J Save =] Notify 5% Add 1 Update/Display

c. Effective Status: Click the drop-down and select Active.
d. Comment: Enter justification.

6. Click Save.

7. Click the Run button at the top of the page.

The Process Scheduler Request page will open displaying details for the batch process.

Process Scheduler Request

User ID . Run Control ID msu_cc_assn_umbt
Server Name| VE Run Date 02/23/2021 W)
Recurrence[ ] Run Time [3:52:25PN Resetto Current Date/Time
Time Zone Q
Process List
Select Description Process Hame Process Type “Type *Format Distribution
k4 SCC_STD_GRP SCC_STD_GRP Application Engine | Web | [T | Distribution
8. Click OK.

The Process Student Groups page will return, with a Process Instance Number for the batch job.
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Process Student Groups

Run Control ID:  msu_cc_assn_umbt Repnnl.lanagerIPmcessI.lnnnor I | Run |

_> Process Instance: 41608

Population Selection

M Population Selection

Selection Tool [ Exernal File =
Attached File HumanBioUN1_(10).csv UploadFile Delete File View File
File Mapping MSU_CC_ASSN_UMET QA EditFie Mapping Preview Selection Results
Student Group Data
*Academic Institution MSUS5 Q. Michigan State University O Update Tuition Calc Required
*Student Group EBMT Q, Biomaterials Engr Tracking
*Effective Date 02/23/2021 [
*Effective Status;"h' & v]
Comment [TEST for Traling
Student Override
[ student override
(&) save || Notify =% Add 4| Update/Display

9. Click the Process Monitor hyperlink.

The Process Monitor will open where you can see the job with a Run Status of Queued.

J Process List l Server List

View Process Request For

user [T Q|  Type Application Engine |  Last v 1 |Days v Refresh | <«

Server v Neme Q  Instance From Instance To Report Manager
Run Status v Distribution Status. | [ save OnRefresh
Process List
5|l Q 1-1of 1 View Al
- Distribution =
Select Instance  Seq. Process Type Process Name User Run Date/Time Run Status Statiis Details
D 41608 Application Engine SCC_STD_GRP " 02/23/2021 3:52:25PM EST Queued NA Details

Go back to Process Student Groups

-

Process List | Server List

10. Click the Refresh button until the Run Status is Success and the Distribution Status is Posted.
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=
PrmssLls\l Server List

View Process Request For

Userio | B Q|  Type  Application Engine |v| | Last v 1  Days |v
arver v o Q| Instance From Instance To
Run Status ~ Distribution Status +| [ Save OnRefresh

Process List
=|[a
User Run Date/Time

Select lInstance  Seq. Process Name

D 41808

Go back to Process Student Groups

e

Server List

Process Type

- 02/23/2021 3:52:25PM EST

Application Engine SCC_STD_GRP

Process List

Refresh ‘

Report Manager

1-1of 1 View All
Distribution 3
Run Status Status Details
Success Posted Details

Once the process runs to Success, the batch job is complete, and the Student Group has been

assigned to the selected population.

Student Groups (Staff View)
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