USING THE SIS PLUS
STUDENT INFORMATION SYSTEM

Setting up a User Account
University employees are entitled to access SIS Plus for purposes of carrying out their job responsibilities. To set up

a new account, contact Mary Smith in the Registrar's Office at 797-7095. You will need an operator number and a password
to get started. You will also need to have the QWS3270 program loaded onto your computer.

Starting SIS Plus
Once you have your operator number and password, you may get started in SIS Plus by following these steps.

1. Double-click on the QWS3270 icon. Your screen will look similar to this.

Enter Your Userid:
Passwor d: New passwor d:

Appl i cation:
Application Required. No Installation Default

2. With the cursor just after Application: Key in CICS8 and press the Enter key.
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3. Clear the screen by clicking on the Clear button in the lower-left corner of the screen or by pressing Ctrl+C.

4. KeyinZCTL and press the Enter key.
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Your Operator Nunber? _

Copyright (C) 1991, 1992, 1993, 1994, 1997 Systens & Conput er Technol ogy.

secrets and other confidential information and is subject to a
confidentiality agreenent . The unaut hori zed possessi on, use,

System Nunber? __

Your Password?

This is unpublished material and contains trade

5. Key in 001 as the system number.

Also key in your own user-specific operator number and password. The

password does not show up on the screen as you key it in. Three consecutive unsuccessful attempts at your
password will block you from further access to SIS Plus. To have your access reinstated, contact Mary Smith at

797-7095.

001 SIS Menu
Screen: ___ SID

SHARED COVPONENTS

R-70039 - SECURITY - USER NOT AUTHORI ZED TO VI EW SCREEN USU

2 Nane Search 41 Operator Screen Access List
3 Al Addresses 47 Batch Header Delete

4 Pernmanent Address 48 SIS Hol ds and Comments

5 Local Address 49 SIS Data Collect Menu

6 Billing Address SJP Batch Job Paraneters

7 Biographic & Denographic 1 SJV Batch Job Parm Val ues

8 Biographic & Denographic 2 RJE SIS Batch Job Submi ssion

9 Biographic & Denpgraphic 3 RJ2 SIS Batch Job I ndex

10 Student Electronic Access

11 Information Rel ease Restrictions OTHER SI' S MENUS

12 SIS Student Del ete/lD Change 101 Student Records Menu

13 Student |nmunization Report 201 Adm ssions Menu

14 Canadi an Bi o/ Deno Data 301 Financial Aid Managenent Menu

Course: __ Term __ Printer Code:

This is the opening menu in SIS Plus. Your individual access will vary. Some of the screens most frequently used by

advisors are listed later in this section.
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Navigating Within SIS Plus

There are four fields listed at the top of most of the
screens in SIS Plus. Occasionally, alternative fields may be
listed at the top of a screen.

Changing screens. To change to another screen, just
enter the code for the screen.

Looking up a specific student. Enter the SID (Student
Identification Number). If you do not know the student’s ID
number, you may key in part of the student’s name under the
SID field (e.g., Adams). All names are stored as Lastname,
Firstname. A list of names will appear on the screen. You
may keep pressing the Enter key until you find the name you
want. Enter the line number of the student you wish to look
up, and you will be returned to the previous screen.

Course information. The course field is 11 characters
long (including spaces). Characters 1 through 4 represent
the department prefix, characters 5 through 8 represent the
course number, and characters 9 through 11 represent the
section number. For example, to look up BIS 1400 section 3,
you would enter BIS 1400003 as your entry. On some
screens, you may also enter the 5-digit course call number.

Term codes. The term code is a three-digit code. The
first two digits represent the year, and the third digit
represents the semester (2=spring, 3=summer, 4=fall). The
term codes for the 2001-2002 academic year are: 014 for fall
2001, 022 for spring 2002, and 023 for summer 2002.

Student Privacy

All University employees who access SIS Plus must
abide by the FERPA laws (see pages 29-30). Information
given to a third party may only include the
Directory/Releasable Information. If you look up a student
with a privacy hold, screen 011 will automatically be
displayed with a Y next to the text, “ENTIRE Student Record
is restricted - do notrelease.” In this situation, you may NOT
reveal any information about the student, not even the fact
that a student record is present in SIS Plus. If an individual
contacts you and requests information on a student that has
invoked the privacy act, it is recommended that you use a
statement such as the following:

The public information access screen
shows no information for this individual.

Help
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If you need help understanding what a specific code or
field means, you may get help by placing the cursor on the
field and pressing the F2 key. A Help screen will appear.
You may press the Enter key to scroll through the Help
screens until you return back to the original screen or you
may press the H4 key to exit the Help screen.

Changing Your Password

Every 90 days you will be required to change your
password. You may not reuse a previously used password
for at leastone year. You may change your password at any
timebyusing screen PWC. This screen requires you to enter
your old password once and then your new password twice.
The new password will not appear on the screen as you key
itin. The password must be 6 to 8 characters in length.

Exiting SIS Plus

Please do NOT exit SIS Plus simply by closing the SIS
Plus window. You should exit SIS Plus by following these
steps.

1. Keyin SO as the screen and press the Enter key.

2. Click on the Clear button in the lower-left corner of
the screen or press Ctrl+C.

3. Key in CSSF LOGOFF and press the Enter key.

Student Information Screens

011 Information Release Restrictions (Privacy
Screen)

109 Student Schedule

110 Academic Program Maintenance
(Matriculation History)

111 Student Term Attributes

118 Term Statistics

119 Term Report Flags

120 Graphic Student Schedule

121 Academic Program Summary

136 Transcript Display

139 Registration Audit Trail

142 Transfer Credit Articulation (Student
Specific)

144 Transfer Credit Summary

148 Holds and Comments
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193 Demographic Information

194 Student Advisor Assignments

1C4 Registration/Authorization

1E1 Enrollment History

206 Admission Decision

207 Admission Requirements (Transcripts
Received)

209 High School History

221 Test Score Display

242 Freshman Tracking

409 Scholarships Awarded and Fees
Assessed

CIL Computer Information Literacy Requirement

Tracking

Course Information Screens

105 Available Sections

107 Class List

125 Course Inventory Maintenance

128 Course Inventory Scan

129 Course Section Maintenance

130 Course Section Meeting Schedule

131 Section Registration Controls

140 Transfer Credit Articulation (Course
Specific)

On Course (Degree Audit) Screens

601 On Course Menu

606 Degree Index List

611 Degree Requirement Definition
621 Requirement Definition

622 Group Requirement List

623 Course Requirement List

625 Degree Requirement Display
651 Student Degree Plan Definition
652 Course Plan Maintenance

654 Course Exceptions

655 Requirement Exceptions

656 Advisor Notations

672 Student List By Advisor

681 Student Degree Audit Request
682 Academic Requirement Audit Request

Other Screens

1F5 Faculty Teaching Schedule
1G7 Grade Verification Roster
PWC  Password Change

SO Sign Off

Where do | find...

Student Information
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Academic Action - Screen 111 (term specific). Indicates if a
student is on academic warning, academic probation, or
academic suspension.

ACT Test Scores - Screens 206, 242, and 221. If a student
has taken the ACTtest more than once, screen 206 will show
the highest ACT score and screen 242 will show the most
recent test score. Screen 221 will show all test scores.
Admission Application Term - Screen 206.

Admission Decision - Screen 206. Look at “Admit to” line
under the “Stat” column.

Advanced Placement Credit - Screen 142.

Advisor Assignment - Screens 119 and 194.
Athletic Codes - Screen 119.

Class Level - Screen 111 (term specific).

Class Schedule - Screen 109 (term specific).
College - Screen 111 (term specific).

Computer Information Literacy Exam - Screen CIL.
Continuing Education Flag - Screen 119.

Course Authorization - Screen 1C4.

Degree in Progress - Screen 111 (term specific).

Degrees Awarded - Screen 136.
undergraduate or “G” for graduate.

Must specify “U” for

Demographic Information - Screen 193.

Department - Screen 111 (term specific).

Earned Hours - Screens 118 and 136.

Enrollment Certification Summary - Screen 1E1.

Grade Point Average - Screens 118 and 136.

High School History - Screen 209.

Major - Screen 111 (term specific).

Matriculation History - Screen 110. This screen shows a
history of matriculations for an individual student with the
most recent or current matriculation listed first.

Minor - Screen 111 (term specific).

Previous Schools Attended - Screens 110 and 136.

Priority Registration - Screen 119.
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Quality Hours - Screens 118 and 136.

Quality Points - Screens 118 and 136.

Record Restrictions - Screen 011. This screen will
automatically come up if a student has requested privacy.
See section on Student Privacy on page 97.

Registration - Screen 1C4.

Registration Audit Trail - Screen 139 (term specific).
Registration Holds - Screen 148.

Residency Status - Screen 111 (term specific).

SAT Test Scores - Screens 206, 221, and 242.

Student Athletes - Screen 119

Super Drops Used - Screen 193.

Transcript - Screen 136. Must specify “U” for undergraduate
or “G” for graduate.

Transcripts Received From Other Institutions - Screen 207.

Transfer Credit Articulation - Screens 140 (course specific)
and 142 (student specific).

Transfer Credit Summary - Screen 144,

Course Information

Call Number - Screens 105 and 129.

Class List - Screen 107.

Classroom Location - Screen 130.

Classroom Size - Screen 130.

College Offering Course - Screens 125, 128, and 129.
Corequisites - Screen 131.

Credits - Screens 125, 128, and 129.

Dates of Class (Firstand Last) - Screens 129, 130, and 131.

Days of Week - Screens 105 and 130.
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Department Multiple-Listings - Screen 125.

Department Offering Course - Screens 125, 128, and 129.
Enrollment - Screens 105, 129, 130, and 131.

Faculty Teaching Schedule - Screen 1F5.

Grade Verification Roster - Screen 1G7.

Instructor - Screens 105, 129, 130, and 131.

Memo Notes for Published Schedule of Classes - Screen
131.

Permit Registration Controls - Screen 131.
Prerequisites - Screen 131.

Seating Availability - Screens 105, 129, and 131.
Section Number - Screen 105.

Time of Class - Screens 105 and 130.

Title - Screens 125 and 128.

Transfer Articulation - Screen 140 (course specific).

Registration Messages and
What Needs To Be Done

Various messages will appear while attempting to
register students for classes using the 1C4 screen. The
word “Enrolled” will appear when a student is successfully
enrolled in a course. An unsuccessful attempt to register
may result in one of the messages listed below. The
following information explains what steps need to be taken
when these various messages appear on the screen.

Section Closed - The student must obtain the instructor’'s
signature on an Add/Drop Card.

Prerequisite Required-The studentmustobtain a signature
from a departmentrepresentative on a Course Authorization
Form.

Corequisite Required - The studentmustobtain a signature
from a department representative on a Course Authorization
Form.

Closed By Restriction - The student must provide a signed
memo from his or her academic advisor.

Advisor Memo - The student must provide a signed memo
from his or her academic advisor.

Program Chair Memo - The student must provide a signed
memo from his or her program chair. Students without a
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program chair will need to get a signature from the instructor’s signature on an Add/Drop Card.
department head.

Department Permit Required - The student must provide a
Instructor Permit Required - The student must obtain the signed memo from his or her department representative.
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