Useful Tips for SIS

There is functionality in SIS to make your using experience easier (and hopefully better). Some of these
are detailed in this document.

User Preferences

Users can set certain defaults in User Preferences. These default settings can relieve the user of

completing certain fields in search criteria throughout the system. These preferences also include the
ability to indicate any ferpa restrictions for the user.

Navigation: Main Menu > Self-Service > Campus Personal Information > User Preferences

ORACLE' DEVELOPMENT

Fa\.rclrites i MainvMenu > SeIvaen.rice » Campus Persogal Information » User Preferences

Test Advisor Counselor [goto... M
( Personal Information ]( Security ]( Participation ]
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User Preferences

To facilitate your navigation through the different pages, and to aveoid having to
select the generic values, you may default your most commeonly used values for
the following fields. Other values will remain available for selection as appropriate
for each feature.

Institution [ v|
Academic Career | v|
Term [EY

Aid Year [Ta

To better notify you, tell us in which method you prefer receiving notifications.

Sat Notification Praferances

SAVE |

Personal Information Security Participation

Ferpa Restrictions User Praferences

go to ... v|®

User Defaults Tab - Security

Field ‘ Description/Instructions

Institution Choose the institution that should default in
search criteria.

Academic Career Choose the academic career that should

default in search criteria. This is good to use if
you only work with Credit or Non-credit. If
you work with both you may not want to
complete this field.




Term Choose the term that should default in search
criteria. This is helpful for faculty to limit term
choices in self-service. Completing this field
normally requires a modification to User
Preferences each term.

Aid Year Choose the financial aid year to default in
search criteria. If you have no access to few
financial aid staff pages this field will not be
very helpful.

SAVE
Enter information in the desired fields and click the —I button.

With the following settings the user sees this in search criteria from the Faculty Center Search Tab:

User Preferences

To facilitate your navigation through the different pages, and to avoid having to
select the genenic values, you may default your most commeonly used values for
the following fields. Other values will remain available for selection as appropriate

for each feature.

Institution | Lord Fairfax Community Colleg V|
Academic Career | Credit v|
Term 2172/Q0 3017 Spring

Aid Year Po1e O roderal aid Year 2017-2018

ORACLE

Favorites Main Menu > Self Service : Faculty Center » My Schedule » Class Search

Test Advisor Counselor

( Faculty Center ]( Advisor Center ]( Search ]

| search for classes H browse course catalog |

Search for Classes

Enter Search Criteria

Search for Classes

Institution [ Lord Fairfax community College v|

Term [ 2017 Spring V]

Select at least 2 search criteria. Select Search to view your search results.

¥ Class Search

Subject |

Course Number  |[is axactly ~
Course Career [ ~|
Campus [ ~|
Mode of Instruction | ~|

Show Open Classes Only

[] open Entry/Exit Classes Only

[» Additional Search Criteria

CLEAR SEARCH




FERPA Restrictions

ORACLE’
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FERPA Restrictions

Under the regulations defined by the Family Education Rights and Privacy Act, you
have chosan to restrict the following information from release.

Please note that unless otherwise indicated, this information will not be made
available to any oral or written request nor will it appear in any publication.

Warning: Setting FERPA restrictions may limit services provided.

No current FERPA restriction information found.

EDIT FERPA/DIRECTORY RESTRICTIONS

| toformats ] .
To set restrictions on information that can be legally shared with outside sources click the

ECIT FERPA/DIRECTORY RESTRICTIONS
button.

Clicking the Explain link returns this message:

FERPA Custom SedSery Meszage - DERIVED_CS FERPA_PS (20001.5)

Under the Family Educaional Rights and Privacy Act, you have the right to resirct the release of certain eategories of infermation. To resirict informatan, cheek Resirict next i the deseription. To resirict all types of a eertain calegory, chek Resirict Al for thal eategory. To resirict al types of all categories, click Restrict All Fields at te top of the page.
Note that when you chodse ta resirkt the reiease of imfarmation, that information will not be reseased to any sourcs, including publications such a5 telephans directories o othier stitubonal publicasans

Te provide exceptions 1o the restricton of he release of informalion, elick Release 1o Publication. Some form of & person's name must always be excepted Irom restriction as a minimum in orde for other informatian a be shown in publicalions.

Wamng: Setting FERPA restrictions may limit sarvices provided.

Addresses, Email addresses, Phones, and Names can be restricted via this page.
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Favorites | Main Menu > Self Service > Campus Personal Information > User Preferences > FERPA Restrictions

Test Advisor Counselor

FERPA Restrictions

Edit FERPA/Directory Restrictions g;

restrict all fields | release all restrictions |
Restriction Categories

FERPA Address View

restrictall | release all |
 Restrict |
[] Bsilling
[[] Business
[ campus
[ Dormitory
—i L



restrict all fields I

Use of the button will mark ever field on the page as restricted. Alternately,

release all restrictions

the use of the IwiII mark all as not restricted. For each category thereis a

restrict all release all

Iand a Ibutton. Also, individual fields in each category can be restricted
by checking the box in the restrict column.

Restriction Categories

FERPA Address View

restrict all | release all I

Billing Release to Publication

Business

Campus

|
|
|

Dormitary

Home Felsase to Publication

Legal
Mailing
Other

Other 2

Jooodd

Permanent

Note that when choosing individual fields a new link is displayed el The VCCS
does not currently use specific publication lists so this link offers no options to choose.

SAVE
Once satisfied with the choices here, click the —l button at the bottom of the page.

Note: For FERPA the VCCS as a whole is considered one agency legally so therefore we can share data
between VCCS agencies without concern.

Personal Information Tab

ORACLE

Favovribes Mainvl\-'lenu > Salf Svenrice » Campus Persogal Information » User Preferences » FERPA Restriciions > Names

Test Advisor Counselor M
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| addresses || names || phone numbers || email addresses || emergency contacts || demographic information || ethnicity || ethnicity |

Names

View, add, change or delete a name.

Below is a list of your current names. Each name has a type associated with it that is indicative of the name's use.

Name Type MName | |

Frimary Test Advisor Counselor

Freferred Test Advisor Counselor edit |

ADD A NEW NAME




This tab is one convenient place to view and maybe modify personal information. Included data is:

Addresses, Names, Phone numbers, Email addresses, Emergency Contacts, Demographic Information
(includes, gender, date of birth, FULL social security number, driver’s license number, marital status,
military status, citizenship, and Visa/Permit data if any exists in SIS), and ethnicity.

Not all fields here are modifiable by the user.

Participation Tab

ORACLE SO

Favorites | Main Menu > 5Self Service > Campus Personal Information > User Preferences > Honors and Awards

Test Advisor Counselor v |33

( Personal Information ]( Security ]( Participation ]

Academic Honors and Awards

Below is a list of your academic honors and awards. If the list is incorrect or yvou wish to add an
honor or award you have received, please contact the appropriate administrative office.

Honors and Awards Grantor Issue Date

Dean's List 12/21/2010

o LInf ti 5 it Partici .
|g|::1x|... V|®

This tab lists any honors or awards existing in the system for the user.

Favorites Functionality

This functionality allows the user to add pages frequently visited to the favorites list. The user can then
choose the page from the favorites list and will no longer need to navigate individually to the page.
Warning: This functionality is great, but like favorites in an internet browser, if the list ever
disappears (has happened with at least one upgrade to PeopleSoft for the VCCS) the user must
remember the navigations again to re-create the favorites list.

The following example shows adding the Student Inquiry pages to the favorites list.

Navigation: Main Menu > VCCS Custom > Career and Program Information > Student Inquiry



ORACLE

Favorites Main Menu > WCCS Custom > Student Records > Career and Program Information > Student Inguiry

Recently Used
[5] Student Inquiry
|5] Permission Lists

[5] Roles e fields blank for a list of all values.
|5] User Profiles

[£] MNames

My Favorites I

[ Add to Favorites

[ Edit Favorites

Campus ID: begins with ||
National 1D: begins with V||
Last Name: begins with V||
First Mame: begins with ||

[]case Sensitive

Search | Clear |Basi|: Search [E] Save Search Criteria

Click the Favorites link on the navigation bread crumbs at the top of the page. The Recently Used list can
be used to easily get back to a page in the list. If the user has the My Favorites list as well the user can

add favorite pages here, including favorite queries. Just click [’ Add to Favorites to add anew favorite.

Add to Favorites

Flease Enter a Unigue Description for this Favorite

*Description  [Student Inquiry "

ok | cancel |

Accept the default name or name it something you prefer. Click LI .

The favonte has been saved.

Click Ll.



Note that Student Inquiry is now in the My Favorites list.

Favorites | Main Menu > VCCS Custom »  Student

Recently Used

Student Inguiry

Permission Lists

Roles e
User Profiles

Names

() [ [ ()

My Favorites
@" Add to Favoritas —
& Edit Favorites =
Student Inquiry

R (it i 1

If the user decided to name Student Inquiry something else like say Kelly Pages, the user should click
& Edit Favorites

oRACLE

Favorites | Main Menu
E -

Edit Favorites

Click the Save button after editing or deleting favorites.

||Sludem Inguiry 0 [=]

B Save | [=] Notify

Change the name to Kelly Pages.

Edit Favorites

Click the Save button after editing or deleting favorites.

= i~
v Favorites Personalize | Find | E | E First BN 4 op 1 I Lost

*Favorite Sequence number
||Kelh..r Pages| % | 0 [=]

B Sa\rel [=] Motify |



Click ﬂl.

You will need to click another favorite or navigate to another page to leave the Edit Favorites page.

After clicking Favorites and Kelly Pages the following page is returned. Note: the Favorite list now
displays Kelly Pages where it used to display Student inquiry.

Fa\.rovrites Ma'lnvl'«'lenu > WCCS gust-:m > Student'Records » Career and Progvram Information » Student Inquiry

Recently Used

[£] student Inquiry

[Z] Edit Favorites

D Permission Lists & fields blank for a list of all values.

[5] Roles

[E] User profiles
My Favorites I
E.j Add to Favorites —_—

[ Edit Favorites -
[F] kelly Pages

e s

If the user does not have the My Favorites list the first time the Favorites link is clicked, the user can use
the Add to Favorites link found at the right top of the screen near the sign out link.

Favegltes | Main Menu > VOCS Custom > Student Records > Career and Proggam Information > Student Inguiry

Home | AddtoFavortes | Signout

New Window | Help | B

The Home link next to the Add to Favorites link is also useful if the user just wishes to get to the Main
Menu.

———

Favorites © Main Menu

Search:
| | &
[ Self Service

[ Campus Community

[» Records and Enroliment
[> Academic Advisement
[ Reporting Tools

[ PeopleTools

[» W¥CCS Custom

— Iy Dictionary




