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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 

-or-

The Student Groups folder contains three menu items: 

• Process Student Groups: used to assign students in batch 

• Student Groups: used to assign students individually 

• 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. 

The Student Groups Search Page will open where you will search for the student. 
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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. 

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 Doto ~ Q. /) : 0 
New Window I Help I Personalize Page 

Student Groups 

Academic Institution Details Find I ViewAII Firsl ◄ 1 of 1 • Last 

·Academic Institution IASU55 O. l,liehlgan Stale UniV'ers,ty 

'Student Group EENS 0.. ErwironmeMa1 Studies Tracking 
t II) [::] 

Details Find f Vi&wAII Flrsl • 1 of1 • Last 

•Effective Date 02/0312021 , 

comments 

Last Update Datem me 02/031202110:56 58AM by Type Manual 

Return to search , G!::] Notify 

Person Data ~ Q. /) : 0 

Student Groups 

Academic Institution Details 

Detai ls 

Comments 

IFoolball 

·Academic Institution MSU55 Q, 

·student Group UATH ~ 

•Effective Date 02/2312021 , 

Midligan Stale University 

Intercollegiate Athletics 

Last Update oatemme 02fl312021 3-45 21PJ.t by 

Save lflt Return lo Searell IG.'.1 NotilJ 

First • 2 of 2 • Last 

. aa 

Find f ViewAJI Firsl ◄ 1 of 1 • Last 

(t]E] 

I 
Type l.lanual 

.,.a) lndude History C, Correct 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. 

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 Doto ~ Q_ /) : 

Student Groups 

Academic Institution Details 

Details 

"AcademlC Institution 1.ISU55 Q. 

· student GrOOI) EENS Q. 

0 EfTectrve Date 0210312021 [!Y 

J,lid'ligan State UniVers,ty 

Erwironmental Stucties Tracking 

Last Update Dateffime 02J031202110.56 58Al,I by 

Details 

Comments 

"Academic 1nst11Utlon t.lSU55 Q. 

" Sludent Group UAn-t Q. 

' Effective ™ 1e 02/2312021 

J.1lct11gan State University 

lntercolleatate Athletics 

·statusjL""'-•----~'"'I 

Last Update Datem me 02/2312021 3 45 21PM by 

Return to Seardl ] I~ Nobly 

Rm;t l ~ First ' 1-2of 2 • last 

t HIEU 

Find I View All Firsl ' 1 of 1 ► Last 

Type Manual 

(±IE] 

Find I View All Firsl ' 1 011 ► Last 

i±13 

Type Manual 

Ju lndude History 1 ,l,) Correct Hlslory 

Delete current/se1eaect rows from this page? The delete wlll occur when the transaction ls saved. 

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. 

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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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. 

3. Effective Date: Defaults to today’s date. Change, if necessary. 

4. Status: Click the drop-down and select Inactive. 

5. Comments: Enter justification. 

6. 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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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. 

Process Student Groups (Batch) 

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

1. Select Process Student Groups from the menu. 

The Run Control page will open. 

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. 

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. 

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. 

Student Groups (Staff View) 03/09/2021 9 



 
 
 

    
 

 

 

 

 

 

 

 

 

 

 

 

 

    

   

   

      

    

 
   

   

Student Information System 
MICHIGAN STATE U I RSIT 

Person Data ~ Q_ D. : 0 
Process Student Groups 

Run ContrOI 10: msu_cc_assn_umbl Reportl.lanager Process r.1onttor ~ 
Popula!lon Se lection 

121 POjHJlation Selection 

Selection ToOI L! E>t_e_m_a_l F_il_e ________ v...JI 

Attached r,Ie Human8loUN1_(10) CSY ~ oadFfte Oelele FIie ViewFfle 

File Mappmg ldSU_CC_ASSN_UIJST 0. Edtt File l,lappmg Preview Selection Results 

Student Group Data 

,.Academic Institution fASU55 

~student Group EBfAT 

'"Effective Date 02'2312021 

0. Miehlgan Stale Univers,ty 

0. s,omaterlals Engr TraCl<ing 

0 Update Tuition Cale Required 

"Effective Status~Adive;;·~====::::;;r= ~ --------------------, 
Comment TEST 

Student Override 

D Student O.erride 

Process Scheduler Request 

User ID 

Server Home ~=======: Recurrence 

Time Zone 

Proce$S List 
Select De scoption 

._ __________ ...J 

Proce:s s Hame 

Run Control ID msu_cc_assn_umbt 

Run Date 0212312021 

Run Time 3:52·25p J Reset lo Cur,enl Date/Tl me 

Process Type •Type •Format Oistnbutlon 

l:2J SCC_STO_GRP SCC_STO_GRP ~pi1cabon Engine ~I 1-'1-eb--v~! I TXT v I Oisllibulion 

OK Cancel 

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. 

8. Click OK. 

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

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

10. Click the Refresh button until the Run Status is Success and the Distribution Status is Posted. 
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Once the process runs to Success, the batch job is complete, and the Student Group has been 
assigned to the selected population. 
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