Fleming College

A HOW-TO GUIDE FOR PROGRAM COORDINATORS
INTRODUCTION TO THE PEOPLESOFT (EVOLVE) SERVICES

This document is a summary guide to assist coordinators and academic chairs and deans to navigate the PeopleSoft

(Evolve) system.



DOCUMENT INFORMATION

DOCUMENT NAME A How-to Guide for Program Coordinators: Introduction to the PeopleSoft
(Evolve) Services

DOCUMENT VERSION NUMBER 3.0

DOCUMENT VERSION DATE July 30, 2018

REVISION HISTORY

VERSION # : VER. DATE : REVISEDBY - DESCRIPTION OF CHANGE
1.0 “Aug 1,2013  David Baker N/A
1.1 Aug 11, 2014 David Baker : Yearly updates
-Language changes to screenshots descriptions
2.0 Aug 18, 2014 David Baker : Yearly revisions
3.0 July 31, 2018 David Baker : Yearly revisions
-Updated screenshots, removed dated material

PAGE 2 0F 42



OVERVIEW
Welcome to Fleming College!

This document outlines the functionality that a faculty member is authorized to perform within the Fleming College
PeopleSoft (Evolve) system. There are three systems used at Fleming College: myCampus portal, PeopleSoft (aka
Evolve) Enterprise Resource Planning (ERP) and Desire2Learn (D2L).

myCampus:

The myCampus Portal is a one-stop shop for all services that a student and faculty member will require. On the
homepage, you will see Fleming News, Upcoming Events, and Important Dates as outlined in the Academic Schedule
as well as IT Service Notices for planned outages.

You can navigate through the myCampus Portal by using the menu links on the left hand side or the tabs at the top
of the page. Take a few moments to orientate yourself with the myCampus Portal by checking out the top ribbon
links (Staff, Resources, Student Life, Registrars Office, Service Directory and Virtual Tour etc.).

This Portal is also your pathway into the PeopleSoft ERP (Evolve) and Desire2Learn (D2L) systems.

Fleming College _

LEARN | BELONG | BECOME MYyCampus for Students & Staff at Fleming College

STAFF  RESOURCES ~ STUDENTLIFE  REGISTRARS OFFICE  SERVICES DIRECTORY VIRTUAL TOUR

% EMAIL (OWA)

MYCOURSES (D2L)

MY STUDENT CENTRE

CO-CURRICULAR RECORD

EVOLVE ADMINISTRATIVE
SYSTEMS

MY PROGRAM

j FILEWAY (H)

A Important Dates

Fleming News

July 15, 2018 to August 10, 2018

THE FLEMING ZONE # Fleming College Board of Governors Meeting During the final third of the semester, a WF (withdrew-fail) grade will
be entered for a dropped course of more than seven weeks duration
MO AP e + Shorlines Casino Peterborough to host job fair at Fleming ...
July 28, 2018
+ Fleming College to celebrate Convocation

FLEMING COLLEGE WEBSITE ) )
i Final Date to Withdraw from a course of less than eight weeks

Duration (Delivered in second half of term) and get a "W* designation
on Academic Record

+ Saskatchewan Polytechnic partnership expands online offe...
BOOKIT@FLEMING
For more Fleming News stories, visit: News at Fleming

SUGGESTIONS/FEEDBACK July 29, 2018 to August 10, 2018

During the final third of courses less than eight weeks duration
(offered in back seven weeks) a "WF (withdrew-fail) grade will be

entered for & dropped course
CHANGE PASSWORD

August 3, 2018
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PeopleSoft (Evolve)

The PeopleSoft (Evolve) is Fleming College’s Enterprise Resource Planning (ERP) system controlling student records
and information, courses, registration, grades etc. In addition to the student side, it includes billing, payroll, human
resources, and other various administrative functions.

a =
A = @
My Page Help
Personalize Content | Layout % Help
Welcome to Evolve! L4 Tasks T 6w
Mo Task(s) entries found.
Quick Launch e e~
Absence Balances - View your absence balances detail Add a Task Show AlEnhanced
Absence Request - Request an absence.
a
Absence Request History - View history details of your absence requests My Reports S lev
Absence Totals - View current and past absence totals.
Report Folder
Careers - Careers site to view jobs and manage your applications. FACULTY
Course Outines WORKLOAD SCH |Workload
REFORT- 2018  |Reporting
Faculty Centre - View your class and exam schedules Spring
My Student Center - Use the student center fo manage school related activities. 2018
myCampus Portal - Return to the myCampus portal FACULTY
WORKLOAD SCH |Workload
Query Report Scheduler - Schedule CSMS Query-based Bl reports. REPORT-2018 |Reporting
Quick Enroll a Student - Add or update enrollment request transactions for a student. Winter
Request Training Enroliment - Submit a request for enrollment in training
FACULTY
Student Program Inquiry - Student Program Inquiry WORKLOAD SCH |Workload
Student Services Centre - View an at-a-glance overview of a student's information. Find quick links to more REPORT- 2017 Reporting
detailed information and to common agministrative tasks. ral
View Customer Accounts - View activity on a student account by account type .
FACULTY
View Paycheck - Review current and prior paychecks WORKLOAD SCH |Workload
REFORT- 2017  |Reporting

Accessing the myCampus Portal

From the Fleming College homepage [http://flemingcollege.ca/], click on the ‘myCampus’ link. Alternatively, you may
go directly to the myCampus Portal using the following URL: https://mycampus.flemingcollege.ca/

PROGRAMS & COURSES ADMISSIONS & AID  STUDENT LIFE ~ ABOUT FLEMING

Visitors Giving Alumni +J) myCampus earch flemingcollege.ca

Fleming College

Integrated Design Diploma Educational Suppert
Make a Difference in a Child's Life

: ]

Apply Now
Start in September ©

N,

¥ =
Apply Now. Startm;\tember. (>]

Learn more ©

i Search flemingcollege.ca

Q SEARCH

Indigenous
L Fleming

International
Education

Register Online

NOVEMBER 17, 2018

@ Fleming Navigator

EXPLORE | APPLY | ARRIVE AT FLEMING
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FREEDOM OF INFORMATION STATEMENT

Collection, Use and Disclosure of Personal Information
Please take all-necessary precautions in safeguarding student information (unauthorized access and must not be

copied or distributed). If you print any document to hard copy, it is your responsibility to dispose of it securely (shred)

as soon as it is no longer required for the original purpose.

Fleming College’s Freedom of Information Statement, as of July 2013:
The collection, use and disclosure of student information is protected by College policies and government
legislation. Personal information is primarily used by the College for academic, administrative and statistical
purposes. A Student's personal information (even confirming their enrolment at the College) may only be
disclosed when a valid consent to release this information is obtained. In addition, there will be instances where
the College will disclose personal information to government departments, co-sponsoring organizations and
other educational institutions. Occasionally, information may be released, if required or authorized by a court
order or other legal document. A student may request access to their personal information and may request

corrections, deletions or additions of information that is not accurate, complete or up to date.
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STUDENT SERVICE CENTRE

1. Go to Fleming College’s website (http://flemingcollege.ca/)
2. Log into the myCampus Portal
3. Click the ‘More applications...” button then click the ‘Student Services Centre’ button

Fleming College

LEARN | BELONG 1 BECOME
# HOME

EMAIL

# MYCOURSES (D21)

Ml MY STUDENT CENTRE

Wl FACULTY CENTRE

@ EVOLVE ADMINISTRATIVE
SYSTEMS

I FLEway (1)

l#* GRADES

THE FLEMING ZONE

== MORE APPLICATIONS...

& FLEMING COLLEGE WEBSITE
# SUGGESTIONS/FEEDBACK

© HELP

4. Define the search criteria

a.

ID (optimal); and/or

b. Last Name; and/or

C.

d.

First Name

Student Services Center

myCamp

STAFF  RESOURCE

Q, search anytr

@ Today's

You have no cla

® Today's

You have no cla

B Fleming

+ Haliburton &

For more Flemil

Fleming College

LEARN | BELONG | BECOME

MORE APPLICATIONS...

£ Back

CANCEL/DELAY CLASS

CLASS CANCELLATIONS

COURSE OUTLINES

FACULTY TIMETABLES

LEARNING AND DEVELOPMENT

MY ABSENCES

ROOM SCHEDULES

STUDENT SERVICES CENTRE

VIEW PAYCHEQUE

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

Find an Existing Value

Search Criteria

10| begins with

Campus ID| begins with

Mational ID| begins with

Last Name| begins with

First Name| begins with

Case Sensitive

il
Basic Search (@ Save Search Criteria

5. Click the ‘Search’ button

PAGE 7 OF 42

myCampus
STAFF  RESOURCES

Q, Search anything

® Today's Sch

You have no classes:

@ Today's Sch

You have no classes:

Fleming Ne

+ Haliburton School
+ Fleming College ct

+ Stewardship Youtl



The Student Service Centre contains valuable information that a coordinator may use through an academic term for
specific interactions with their assigned students. The options as a program coordinator are
e Academic history;

e Admissions;

e Biographical;

e Finances;

e Student schedule; and
e Transfer credit.

Billie Jean 1D 123456789
Student Center Genersl Info Admissions Academics Finances Transfer Credit

Billie 's Student Center

Academics Search for Classes

You are a part-time student for the Spring 2015 term.

[# Deadiines Hure Student Self Service
— Options
dther academic v  This Week's Schedule P!
Class Schedule Confirmation of Enrolment

5 POP101-010L Transfer Credit Requesis
o Online

Ci494) Timetable Resources
Weekly Schedule p Course Selection List
General Education Classes

Finances Add/DropiSwap Help
17 A EET @ ‘You have no outstanding charges at this time. Financial Aid and Fee
Account Summary Payments
Your Fee Notifications Scholarships and Bursaries

Tuition and Ancillary Fees

6,) Fee Payments (Domestic)
other financial ¥ |2

Personal Information

Contact Information

Home Address Mailing Address

5225 Figueroa Mountain Road None

Los Olivos California

93441

Home Phone Fleming Email

209/233.2366 billie.jean @femingcollege ca

Eeototop

Weekly Schedule
1. To view the student’s weekly schedule, click on ‘Weekly Schedule’ button at the bottom right hand corner of

the student’s ‘The Week’s Schedule’ chart

Academics

You are a part-time student for the Spring 2018 term.

[ Deadlines (=T
olher academic +1®  This Week's Schedule
Class Schedule

-010L
£ POP101
C (484)

Online

Weekly Schedule p
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2. Asample student’s schedule

Week of 7/30/2015 - 852018

Show Week of 077212015 |1 Start Time[7-008M | End Time [2:00PM|
Schedule
Menday Tuesdsy Viednesday Thursdsy Friday

2:00PM

00PM

4:00PM
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View Grades - Student Center (Simple Method)
1. To view the student’s grades, in the drop down menu under the Academics section select ‘Grades’ and then
click the >>’ button

Academics

You are a full-time student for the Spring 2018 term.

|’_(') Deadlines ’T‘ URL
Grades ¥ This Week's Schedule
Class Schedule
Fr11:004M -
., | POP101 -2 2-00P
o 12:00PM
L {2260) BR-B2
Computer lab

2. Select the appropriate term (2018 Spring) or select the All Terms option and then click the ‘Continue’ button

Select a term then select Continue.

Term Career Institution

All Terms Fleming College
2018 Spring Credit Fleming College
2018 Winter Credit Fleming College

3. An example of ‘Class Grades’ using the grade option through the Student Center

Class Grades -

Official Grades

Grade
Term Class Description Units Grading Grade B
Points
Intro To Bus & Sucess
2018 Winter BUSN 138 60.00 All Grades W
Strat
2018 Winter COMM 201 Communications | 45.00|All Grades A
2018 Winter COMP 345 Introductory Computing 45.00 All Grades P

College Math
2018 Winter MATH 112 . 45.00 All Grades 89 171.000
Foundations

i Developing Effective
2018 Winter CRGB 13 Teams 45.00 All Grades T4 135.000

4. To change the term selected click the ‘Change Term’ button and then repeat step two.

All Terms | All Careers | Fleming College Change Term

Class Grades -

Official Grades =

Grade
Term Class Description Units Grading Grade B
Points
Intro To Bus & Sucess
2018 Winter BUSN 183 60.00 | All Grades w
Strat
2013 Winter COMM 201 Communications | 45.00|All Grades w
2018 Winter COMP 345 Introductory Computing 45.00 | All Grades P

) College Math
2018 Winter MATH 112 45.00|All Grades 89 171.000
Foundations

) Developing Effective
2018 Winter ORGB 13 Teams 45.00|All Grades 74 135.000
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View Grades - Academics tab (Multiple Programs)
A Student may attempt multiple programs at the College. If a granular review is required use the following method.

1. Click on the ‘Academics’ tab

Sludent Cenfer General Info Admissions Finances Transfer Credit
Institution / Career / Program Edit Program Data

FLEMG - Fleming College Program SG Sporting Goods Business
" CRED- Credit Student Career Nbr 1
" @SU - Gen Arts & Science-Univ Transf Status Completed Program as of 04/28/2018
&G - Sporting Goods Business Admit Term 1169 2016 Fall
Expected Graduation 1181 2018 Winter

Approved Load Full-Time
Load Determination Base On Units

Level Determination Base On Units

Plan 3G Sporting Goods Business
Requirement Term 1169 2016 Fall

! In this case, the student was admitted and attempted several programs at Fleming. A review of only
applicable grade information may be appropriate.

2. Scroll down to the ‘Term Summary’ section

3. Click on the desired term, example ‘1169 - 2016 Fall’, that requires a review. 2016 Fall is the start of the
student’s Sporting Goods Business academic program and academic history

Term Summary Edit Term Data

- FLENG - Fisming Coliegs 2016 Fall
~ CRED - Credit Eligible to Enroll Yes
1181 - 2018 Winter I Primary Program SG Sporting Goods Business I

179 - 2017 Fal Academic Standing Status Good Standing as of 2016-12-21

= 1171 - 2017 Winter Level | Load

"~ 1169 - 2016 Fall

) Academic Level - Projected Sem 1
" 1161 - 2016 Winter
Academic Level - Term Start Sem 1

"~ 1159 - 2015 Fal

Academic Level - Term End Sem 2
Approved Academic Load Full-Time
Academic Load Full-Time

Classes
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Fall 2015 is the start of the student’s General Arts & Science - University Transfer academic program and academic
history

Term Summary Edit Term Data

"~ FLEMG - Fleming College 2015 Fall
* CRED - Credit Eligible to Enroll Yes
""" 1181 - 2018 Winter Primary Program GS3U Gen Arts & Science-Univ Transf
""" 1179 - 2017 Fal Academic Standing Status Good Standing as of 2015-12-22

L~ 4171 - 2017 Winter Level | Load

- 1169 - 2016 Fal

: Academic Level - Projected Sem 1
""" 1161 - 2016 Winter
Academic Level - Term Start Sem 1

“~ 1159 - 2015 Fall
Academic Level - Term End Sem 2

Approved Academic Load Full-Time

Academic Load Full-Time

! The program coordinator of Gen Arts & Science - - University Transfer may not be interested in the
student’s academic performance in the Sporting Goods Business program.

4. This is an example of the grade information is found under the ‘Classes’ section. Viewing grade information
through this method shows all components of a course, graded and non-graded components.

L Enrolled @ Dropped A ‘Wait Listed
Class Description Units Grading Grade Status
COMM 62-C02 Introduction to
) 45.00| All Grades 85 o
(1871) Literature (Cls/Lect)
COMM 62-502 Introduction to Non-Graded
(1868) Literature (Seminar) Component v
COMM 84-502 Vriting and
Composition | 45.00 All Grades qg o
(2840) )
(Seminar)
COMMG4-co2 | /niting and Non-Graded
Composition | Component o
(2937) (ClsflLect) o
HUMN 2-C02 Introduction to
) ) | 45.00) Al Grades 61 o
(2684) Philosophy 1 (Cls/Lect)
HUMN 2-502 Introduction to Non-Graded
(2681) Philosophy 1 (Seminar) Component v
HUMMN 4-502 Critical Thinking
. ) 45 00| All Grades P o
(2131) Across Disc. (Seminar)
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Biographical Information
1. Simplified biographical information is located under the ‘Student Center’ tab, ‘Personal Information’.

Personal Information

Contact Information

Home Address Mailing Address

5225 Figueroa Mountain Road None

Los Olivos California

93441

Home Phone Fleming Email

209/233.2366 billie.jean @femingcollege ca

2. Detailed biographical information is found under the ‘General Information’ tab. This tab includes:
0 Address;

Email Addresses;

Name;

Personal Data;

Phones; and

Student Groups.

O O O OO

Billie Jean 1D 123456789

Student Center General Info Admissions Academics Finances Transfer Credit

Billie's Student Center
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Transfer Credit
A student may have transferred from another post-secondary institution. He/she may have received a transfer credit
for the previous work completed.

1. Click on the ‘Transfer Credit’ tab
0 If the credit is from another institution, it will be displayed in the ‘Course Credits’ section; or
0 If the student has completed internal testing, it will be displayed in the ‘Test Credits’ section.

Student Center General Info Admissions Academics Finances Transfer Credit

Course Credits

LLETR N Statistics(2)

Detail Source Career Model Status
Laurentian ) Fleming Business Admin-

Detail ) . Credit , 2017 Fall  |Posted
University College Marketing

Test Credits
No test credits found.
Other Credits

No other credits found.

EGG to top

2. The applicable course information is found in the ‘Transfer Credit Term’ menu
0 SPAD 1016EL from Laurentian University equivalent to Fleming's BUSN 188

Transfer Credit Model Find | View Al First ‘4 1of1 '»' Last
Academic Career CRED Credit
Academic Institution FLEMG Fleming College
Model Nbr 1

Transcript Level Print on Official

Target Information
Academic Program BAA Business Admin-Marketing

¥ Apply Agreement
Academic Plan PRl Aa

Source Information

Credit Source Type External

External Org ID 10002314 Laurentian University
Data Source OCAS

Transfer Credit Term Find | View All First ‘4 1of1 ‘& Last
Articulation Term 1179 2017Fall Posted
[SVTEET R Evaluator Details
External Subject/ Units Grade Eguivalent Subject! Units=  Grade Repeat Inclin
Group  Status  Exiemnal Term rade
Catalog Nor ~ Taken Input Catlg Nbr Accepted Basis Code FAWI
| 1|F'Dsted ‘2015\’\-’INT |SF'AD 1016EL | 3.00| 75 |EIUSN 188 | 3.DDO|F'JF | 75 | ‘ |
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LIST OF STUDENTS IN PROGRAM

It is used to list students enrolled in a program with contact information. Also included are student contact
information and a link to the Student Service Center (SSC).

1. Go to Fleming College’s website (http://flemingcollege.ca/)
2. Log into the myCampus Portal
3. Click the ‘Evolve Administrative System’ button

Fleming College

LEARN | BELONG | BECOME myca mF

# HOME STAFF  RESOURC

EMAIL (OWA)

Q. search anyl

& MYCOURSES (D2L)

I ™Y STUDENT CENTRE

% CO-CURRICULAR RECORD

@ EVOLVE ADMINISTRATIVE
SYSTEMS

‘You have no c

M MY PROGRAM

I FLEwAY ()

|#" GRADES

THE ALEMING ZONE + Fleming Co

+ ines C
== MORE APPLICATIONS. Shorlines

4. Click the ‘Navigator’ button found in the top right-hand corner of the page

® = @

O

Personalizn Cortent | Layout % Help

Welcome to Evolve!

Quick Launch

s - Vi yaur absence bakinces dotal

15 Of your abibence raguests

1

o view jobrs and manage your applications.

fror yous class and exam schedubis

i - LI Wi Studeent cenliee 1 manage SChool rabed activis:

10 he My CAMEuS portal
er - Schedule CSMS Queny-ased BI reports
1 - Add of update enrolment request Iransactions for a student

Nt - SUBMIE & request for enroliment in training

tudenTs inSormation. Find quick links 1o more

Wiw BCtivEy 6N 3 $1s0608 BECOUNE By SECOURT Typd

Review curmant and pricr paychecks
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5. Click the ‘Records and Enrollment’ link and then the ‘Enrollment Summaries’ link

n S
Recent Places .
Campus Community .
’ | NavBar: Navigator o ]
E Class Cancellations > . i
pavmtor | a1 <2 | Records and Enroliment *
Course Outlines > | .
* 1 Recent Places Enroll Students >
My Links Curriculum Management 5 I
Financial Aid N | E Enrcliment Summaries 3
Find Resources > | Navigator
Term Processing 3
General Ledger 5
MAPS - Academic Planning N Enrollment Reporting >
My Self Service 5 ) :
Transfer Credit Evaluation 3
Purchasing 5
-l Start Up Queries 5
Records and Enroliment >
6. Click the ‘Student Program Inquiry’ menu option
NavBar: Navigator ﬂ
<= | Enroliment Summaries x

Recent Places Student Program Inquiry

E List Registration Count for CE

Navigator

w

My Links
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7. Define the Selection Criteria
a. Enroliment filters (not required to be selected)
i. Registered Only (recommended)
ii. Eligible to Enrol
iii. Include Registered/Withdrawn

b. Population selection
i. Academic Career (Credit)
ii. Term (1159 - fall 2015)
iii. Academic Program (Program code - i.e. TV)
iv. Academic Organization (Org. code - i.e. MBS)
v. Semester

Student Prog Ing

Student Inquiry by
Program

Selection Criteria

I [CIRegistered Only? [ Eligible to Enroll [T include Registered/Withdrawn I
earc

I Academic Career Credit ~ Term 1189 |QAcadProg [TV \&%Acad Org O, semester - I

Program Data eGGIERElG]
Application Graduation

SSC  Hame EmplID Prog Sem FTIPT Start Date Wdraw Code Wdraw Date Records Status Action Date
Status Term

Personalize | Find | =2 First ‘4" 1of1 '} Last

1|

8. Click the ‘Search’ button once the search criteria are properly set

9. If required, the program coordinator can link directly to the Student Service Center (SSC) through clicking the
‘man’ in the SSC column

Student Prog Inq

Student Inquiry by
Program

Selection Criteri

(] Registered Only? Eligible to Enroll [ include Registered/Withdrawn
Academic Career  Credit + Term 1189 Qacad Prog [TV QU Acad Org C, semester -

Personalize | Find | First ‘4" 10f1 '} Last

[HOLEEVEEN  Contact Info

Application ; Graduation
Empl 1D Prog Sem FT/IPT Start Date Wdraw Code Wdraw Date Records Status Action Date

Status Term

10 ™ Sem3 |Part-Time 09/04/2018 Active 07i26/2017
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GENERATE A PROGRAM DISTRIBUTION LIST

It is used to generate a list students enrolled in a program with contact information. Also included is student contact
information and a link to the Student Service Center (SSC).

1. Go to Fleming College’s website (http://flemingcollege.ca/)
2. Log into the myCampus Portal
3. Click the ‘Faculty Center’ button

Fleming College

LEARN | BELONG | BECOME myCampus for Students & Staff at Fleming Colleg

# HOME STAFF RESQURCES STUDENT LIFE REGISTRARS OFFICE SERVICES DIRECTORY

EMAIL (OWA)

Q. Search anything

EMAIL
MYCOURSES (D21)

FACULTY CENTRE

©® Today's Schedule

(CO-CURRICULAR RECORD
Your next class this week, Marketing starts tomorrow at 02:00 PM

(Sutherland B3171).
EVOLVE ADMINISTRATIVE

SYSTEMS
Subscribe - B view Week & Print

<}
i \ . -

@ Today's Schedule

i FILEWAY (H)

THE ALEMING ZONE

MORE APPLICATIONS.-
You have no classes scheduled for the current week.
FLEMING COLLEGE WEBSITE

BOOKIT@FLEMING

SUGGESTIONS/FEEDBACK

Fleming News

+ Fleming College Board of Governors Meeting

&, CHANGE PASSWORD

+ Shorlines Casino Peterborough to host job fair at Fleming ...

4. Click ‘Program Distribution’ tab option

Faculty Center Search Program Distribution Class Cancellation

My Schedule Class Roster Grade Roster

Faculty Center
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5. Define the selection criteria
a. Academic Program (e.g. TV - Tourism and Travel)
b. Term (e.g. 1179 - Fall 2017)
c. Academic Level

Program Distribution Lists

Faculty Center

*Academic Program: TV Q) Towrism and Global Travel

*Term:; 1179 |Q

Academic Level: Semester 1 -

[C] Email Addresses Only

Go

6. Click the ‘Go’ button

Program Distribution Lists

*Academic Program: v &'}

*Term; 1179 |Q

[Cl Email Addresses Only

Go

7. An example of the ‘Program Distribution Lists’ function
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Program Distribution Lists

Search Again

Academic Program: TV Tourism and Global Travel

Term: 1179 2017 Fall

Academic Level - Semester1

Email Only
Term Start:
Personalize | Find | E First ‘4 1-200f20 '*' Last
Empl ID Name Email Address
1100 Jackson, Mike @flemingcollege.ca
20101 Kutcher, Ashton @flemingcollege.ca
3o Hudseon, Katy @femingcollege.ca
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CURRICULUM MANAGEMENT

Course Catalog
Foundational course information provides details and validation to processes such as scheduling, course outlines,

and fees. It allows the user to view courses, course offerings, course components and OntarioLearn equivalency. The
information in course catalog flows into applications such course outlines and scheduling.

1. Go to Fleming College’s website (http://flemingcollege.ca/)
2. Log into the myCampus Portal
3. Click the ‘Evolve Administrative System’ button

Fleming College

LEARN | BELONG | BECOME my(:a mF

& HOME STAFF RESOURC

EMAIL (OWA)

Q. search anyl

# MYCOURSES (D21)

I MY STUDENT CENTRE

% CO-CURRICULAR RECORD

@ EVOLVE ADMINISTRATIVE
SYSTEMS

You have no c
M MY PROGRAM

B FLEWAY (H)

|~ GRADES

THE ALEMING ZONE + Fleming Co

+ i C
= MORE APPLICATIONS.. Sharlines

4. Click the ‘Navigator’ button found in the top right-hand corner of the page

® = @

O

Personalizn Cortent | Layout % Help

Welcome to Evolve!

Quick Launch L A
Abse 1 - Virw your absence balinces dotal e
2 o~
yous class and exam schedulis
et G 10 MANg SE0CH PRk Actvise:
10 the myCampus portal
Schedule CSMS Cuery-based BI reparts.
1.+ Atd or update enmment recusest Iransactions for  student
1t - SUDMIL 3 18QUESE O ENFOlimENt n raining
Students infoimition. Find quick Inks 1o more
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1. Click the ‘Curriculum Management’ link and then the ‘Course Catalog’ link

NavBar: Navigator

NavBar: Navigator

a <2 | Curriculum Management &
= 1)
Accounts Payable
) o) y: > SR Course Catalog 3
Recent Places i
Campus Community > Schedule of Classes >
E Class Cancellations > Enroliment Requirements 5
Navigator
Course Outlines > Facility and Event Information >
* My Links
My Links Curriculum Management 3 Class Roster >
Financial Aid > Instructor/Advisor Information >
2. Click the ‘Course Catalog’ link

NavBar: Navigator

<3 | Course Catalog

»

Recent Places

Course Catalog

E Course Equivalencies

Navigator
Catalog Summary
* Course Catalog Search
My Links

Gen Eds
Course Fee Inquiry

List Course - Term(s) offered
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3. Define the selection criteria

a.

b.
C.
d

Academic Institution (FLEMG); and/or

Subject Area (ACCT for accounting); and/or

Catalog Nbr; and/or
Course ID (optimal).

Course Catalog

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

ng Value

Search Criteria

Academic Institution =« FLEMG Q
SubjectArea = ~ Q
Catalog Nbr begins with

Campus begins with &}
| Course D begins with |

Description beging with -

[Clinciude History [Tl Case Sensitive

ElaSICSearch EF save search Criteria

4. Click the ‘Search’ button

Description begins with -

[Tinclude History [C] Case Sensitive

Basic Search E)n' Save Search Criteria

5. Click any item (FLEMG, INTL, 008923 etc.) in the specific row to review the detailed course information

Search Results

View All

First ‘& 1110f11 &) Last

Academic Institution Subject Area Catalog Hbr Campus Course ID Description

FLEMG INTL 1
FLEMG INTL 2
FLEMG INTL 3
FLEMG INTL 4
FLEMG INTL 5
FLEMG INTL G
FLEMG INTL 7
FLEMG INTL ]
FLEMG INTL 9
FLEMG INTL 10
FLEMG INTL 10

(Dlank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(Dlank)
(blank)
(Dlank)

008923
008922
014098
007507
005924
007515
007505
012881
014298
008140
003140
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Basics Of Importing
Advanced Imparting Technigues
Importing & Exporting Regs
International Trade
Customs For Trade
Transportation
International Money Matters
Global Political Economy
International Project Mgmt
FILE

Travel-Based Learning



6. An example of Course Catalog information - Catalog Data tab

[iE W Offerings Components Gl Interfface  FC_Related_Info

CourseID 008923

Find | View All First ‘&) 10f1 ‘2’ Last

Effective Date 07/01/2014 Status Active Course Offering 10f1

INTL 1
Description Basics Of Importing

Long Course Title Basics of Importing

Long Description This course is designed to expose students to the basic principles of importing
goods and senvices into Canada. Since imperting is a two-way process that involves
an exporter in a foreign land, some basic exporting principles will also be covered

Course Units/Hours/Count

Minimum Units  45.00 Last Course of Mult Term Seq
Maximum Units  45.00 Enroliment Unit Load Calc Type Actual Units
Academic Progress Units  45.00 Course Count  1.00
Financial Aid Progress Units  45.00 Course Contact Hours  45.00
Course Grading
Grading Basis All Grades - GPA Grade Roster Print Component
Graded Component: Cls/Lect
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Course Equivalencies
View defined course equivalency groups. Records and Registration and Academic Advisors regularly use this feature

to define and track equivalencies.

1. Go to Fleming College’s website (http://flemingcollege.ca/)
2. Log into the myCampus Portal
3. Click the ‘Evolve Administrative System’ button

Fleming College

LEARN | BELONG | BECOME myca mF

# HOME STAFF  RESOURC

B EMAIL (OWA)

Q. search anyl

& MYCOURSES (D2L)

I ™Y STUDENT CENTRE

% CO-CURRICULAR RECORD

@ EVOLVE ADMINISTRATIVE
SYSTEMS

‘You have no c
M MY PROGRAM

I FLEwAY ()

|#" GRADES

THE ALEMING ZONE + Fleming Co

+ ines C
== MORE APPLICATIONS. Shorlines

4. Click the ‘Navigator’ button found in the top right-hand corner of the page

® = @

My Page TR ﬁ

Pessonaiize Content | Layout % Help
Welcome to Evolve! By Tasks G [a=
Mo Taskis) entries found
Quick Launch S o-
Balances - View your absence balinces dotal Enk
Eitgqut: s
& e~

getals of your absence reguests

current and past absence fol

1

- Careers site 10 view jobis and Manage your applications

your class and exam schedules
i - LI Wi Shueent cnlied 1 mansgee SCHOGH Fiibed activis:
ortal « Ratun 16 the myCamgas portal

Schedule C3MS Query-based Bl repons

dd of update enrolment request Iransactions for a student

distahed mIGrMAaton and 1o common
CLOUNES - Viaw ACHVEy &N & $1U0AN! SCCOUNE by ACCOUN Typa

Vi Paycheck - Review curment and prior paychecks.
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7. Click the ‘Curriculum Management’ link and then the ‘Course Catalog’ link

NavBar: Navigator

NavBar: Navigator o e <2 | Curriculum Management T
- O
L LE Accounts Payable
. @ > TR Course Catalog >
.
Recent Places c c i
ampus Community > Schedule of Classes >
E Class Cancellations > Enroliment Requirements 5
Navigator
Course Outlines > Facility and Event Information >
‘ My Links
My Links Curriculum Management 3 Class Roster >
Financial Aid > Instructor/Advisor Information >

8. Click the ‘Course Equivalencies’ link

NavBar: Navigator #

Ll

_n ¢n Course Catalog
S

Recent Places

g Course Equivalencies

Navigator

Course Catalog

Catalog Summary

* Course Catalog Search

My Links

Gen Eds

9. Define the selection criteria
a. Equivalent Course Group; and/or
b. Description (BUSN) (Easiest)

Course Equivalencies

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

Find an Existing Value

Search Criteria

Equivalent Course Group begins with «

I Description begins with « I

[Ccase sensitive

Basic Search |—Q Save Search Criteria
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10. Click the ‘Search’ button

Course Equivalencies

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

Find an Existing Value

Search Criteria

Equivalent Course Group begins with -
Description begins with «

[Clcase Sensitive

Basicgearm BF save Searcn Criteria

11. Click any item (06489 or BUSNO03-1260123) in the specific row to review the detailed course information

Search Results

View All First ‘4 1a23cf2a ‘B Last

Equivalent Course Group Description

06480 BUSN001-1260096
{05459 BUSND03-1260123 |
06488 BUSNO04-1260120
05346 BUSNO05-1090016
06478 BUSNO07-1260081
06481 BUSND08-1260097

12. Click the ‘Fetch Course Equivalencies’ button

Course Equivalencies

Find | View All First ‘%' 10f1 &/ Last
=

Equivalent Course Group 06489
*Effective Date |01/01/1901 |[5] *Status Active -
*Description |[BUSN003-1260123

Short Description BUSMN0O03

Fetch Course Equivalencies

Equivalent Courses Find First ‘4 10of1 '}/ Last

Course ID Course Offering  Find 1 of1

Effective Date Status

Equivalent Course Group
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13. Example of Course Equivalencies page information

Course Equivalencies

Equivalent Course Group 06489
“Effective Date 01/01/1901 |5 *Status Active
*Description BUSN003-1260123

Short Description BUSMN003
Equivalent Courses
Course ID 006555 Business & Presentat
Effective Date 07/01/2008 Status Inactive
Equivalent Course Group 06489  BUSMNO03-1260123
Course ID 006555 Business & Presentat
Effective Date 01/01/2001 Status Active
Equivalent Course Group 05489 BUSNO03-1260123
Course ID 009679 Business & Presentat

Effective Date 07/01/2008 Status Inactive
Equivalent Course Group 05489 BUSNO03-1260123
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Find | View All

Find

First

First

Course Offering

BUSN

3

Course Offering

BUSN

3

Course Offering

126

123

4 10f1

1-50f5

Find

Find

Find

b Last

3

b Last

1of1

10f1

1of1



Catalog Summary
View defined Fleming College course equivalency groups. Records and Registration and Academic Advisors regularly

use this feature to define and track equivalencies.

1. Go to Fleming College’s website (http://flemingcollege.ca/)
2. Log into the myCampus Portal
3. Click the ‘Evolve Administrative System’ button

Fleming College

LEARN | BELONG | BECOME myca mF

# HOME STAFF  RESOURC

B EMAIL (OWA)

Q. search anyl

& MYCOURSES (D2L)

I ™Y STUDENT CENTRE

% CO-CURRICULAR RECORD

@ EVOLVE ADMINISTRATIVE
SYSTEMS

‘You have no c
M MY PROGRAM

I FLEwAY ()

|#" GRADES

THE ALEMING ZONE + Fleming Co

+ ines C
== MORE APPLICATIONS. Shorlines

4. Click the ‘Navigator’ button found in the top right-hand corner of the page

® = @

My Page TR ﬁ

Pessonaiize Content | Layout % Help
Welcome to Evolve! By Tasks G [a=
Mo Taskis) entries found
Quick Launch S o-
Balances - View your absence balinces dotal Enk
Eitgqut: s
& e~

getals of your absence reguests

current and past absence fol

1

- Careers site 10 view jobis and Manage your applications

your class and exam schedules
i - LI Wi Shueent cnlied 1 mansgee SCHOGH Fiibed activis:
ortal « Ratun 16 the myCamgas portal

Schedule C3MS Query-based Bl repons

dd of update enrolment request Iransactions for a student

distahed mIGrMAaton and 1o common
CLOUNES - Viaw ACHVEy &N & $1U0AN! SCCOUNE by ACCOUN Typa

Vi Paycheck - Review curment and prior paychecks.
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5. Click the ‘Curriculum Management’ link and then the ‘Course Catalog’ link

NavBar: Navigator o e <2 | Curriculum Management T
= 1)
L L Accounts Payable
“ @ ¥ 2 Recent Places Course Catalog >
-
Recent Places i
Campus Community > Schedule of Classes >
E Class Cancellations > Enroliment Requirements 5
Navigator
Course Outlines > Facility and Event Information >
A ;
"{j = My Links
(o) )
My Links Curriculum Management 3 Class Roster >
Financial Aid > Instructor/Advisor Information >
6. Click the ‘Catalog Summary’ menu option
NavBar: Navigator ﬂ-

NavBar: Navigator

15)

Recent Places

—

NHavigator

A

wuie
BN
My Links

7. Define the selection criteria

a.

b
c.
d

Academic Institution (FLEMG); and

»

<2 | Course Catalog

Course Catalog

Print Course Cataleg

Course Equivalencies

Catalog Summary

Course Catalog Search

Subject Area (Laws - Law and Security); and/or

Catalog Nbr; and/or
Course ID (optimal).
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Search Criteria

Academic Institution = « FLEMG Q

I SubjectArea = « laws QI

Catalog MNbr begins with -

Campus begins with

4
fe)

| Course ID begins with « |

Description begins with -

[[include History [ case sensitive
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8. Click the ‘Search’ button

Search Criteria

Academic Instituion =+ FLEMG a
Subject Area = - laws (&}
Catalog Nbrm

Campus W Q
Course ID W
Description W

[ include History [ case sensitive

Basic Search [ Save Search Criteria

9. Click any item (FLEMG, 6, 008403, etc.) in the specific row to review the catalog summary information

Only the first 300 results can be displayed.

View All First ‘4" 1.100cf200 ‘B Last

Academic Institution Subject Area Catalog Nbr Campug Course ID Description

FLEMG LAWS 1 (blank) 008388 |AdjustDuty Relief
FLEMG LAWS 2 (blank) 008389 |Adv Civil Procedures
FLEMG LAWS 3 (blank) 008400 |Advocacy

FLEMG LAWS 4 (blank) 008401 |Bus & Contract Law
FLEMG LAWS 4 (blank) 008401 |Business and Confract Law
FLEMG LAWS 5 (blank) |000860 |Criminology

FLEMG LAWS 5 (blank) 008402 |Career Development
FLEMG LAWS B (blank) (008403 |Civil Law

FLEMG LAWS Fi (olank) [U0gd0d4  |[Commercialiinst. Sec
FLEMG LAWS a (blank) 008405 |[Community Policing
FLEMG LAWS 9 (blank) 008406 |Conflict Management

10. Example of Course Catalog Summary page information
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Find | View Al First ‘4 1of1 ‘b Last

Effective Date 07/01/2008 Status: Active
Equivalent Course Group 06006 LAWS006-1240188
Grading Basis Min Units  Max Units  Prgrss Unt  Crs Cntct Allowd Unt Allow Comp
All Grades 45.00 45.00 45.00 45.00 45.00 1
Equivalent Course Group

o Course ID Effective Date
= Q

001043 Civil Law 09/01/1998
=

001043  Civil Law 07/01/2008

001043 Civil Law 05/01/2003

Course Offering
Institution ~ Acad Group Subject Catalog Acad Org Approved  Career Campus

FLEMG L&J LAWS g L&J Approved  Credit

Course Component

Component Instructor Contact Hours
ClsiLect Opfional: 2.000
Seminar Optional: 1.000

Course Offering Inquiry
List course(s) with term(s) in which it was offered or to be offered.

1. Go to Fleming College’s website (http://flemingcollege.ca/)
2. Log into the myCampus Portal
3. Click the ‘Evolve Administrative System’ button

Fleming College

LEARN | BELONG | BECOME myca mF

# HOME STAFF RESOURC

& EMAIL (OWA)

# MYCOURSES (D21)

ML MY STUDENT CENTRE

% CO-CURRICULAR RECORD

@ EVOLVE ADMINISTRATIVE
SYSTEMS

‘You have no c

W MY PROGRAM

I FLEwWAY (H)

|#* GRADES

THE FLEMING ZONE + Fleming Co

+ i C
== MORE APPLICATIONS.. Shorlines

4. Click the ‘Navigator’ button found in the top right-hand corner of the page
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My Page TR

Welcome to Evolve! By

Quick Launch e low

e Balances - Virw your absince bakances d

an absonte

sonce Requist

Roque:

Absence Request History - Vi

iy details of your abeence requests.

Absance Totals - View current and past absance fotals

Careers - Careers 3ite 1o view jobs and manage your applications.
Course Qutines

Faculty C and exam schedules

nudent el 1o Manage s
myCAMpUE Portal - Retum 10 he myCamgus poral
Query Repon Scneduler - Schedule CSMS Query-based BI repons

Ouick Enroll 8 Student - And or upcste enredment recusest raNsactions for & student

Request Training Enroliment - Submit a request for enroliment in training

Student Program Inguiry - Student Program Inguiry

1 See

2 glance gv 0. Find quick links 1o more

v task:

dirtaslid o al 10 COMMON AN

Viaw Acti

¥ O & ShugANL ACE

Vi Paycheck - Review curment and prior paychecks.

Tasks

Mo Taskis) eniries foend

My Reporns

Repont
ACULTY
VORKLOAD SCH
REFORT - 2018
Spreg

I

SULTY
VORKLOAD SCH

REPORT - 2018

tat

FACULTY
WORKL
REPORT

AL SCH

Fal

FACULTY
WORKLOAD SCH
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MUERRanca

Woridoad
Reporing

orkdoad
Reporting

Workicad

Reporting

Workicad
Renorna



5. Click the ‘Curriculum Management’ link and then the ‘Course Catalog’ link

NavBar: Navigator

NavBar: Navigator

: 1)

»

L] Accounts Payable >
: @ Recent Places
.
fecent Maces Campus Community 5
E Class Cancellations N
Navigator
Course Outlines >
* My Links
My Links Curriculum Management N
Financial Aid >

6. Click the ‘List Course - Term(s) Offered’ link

NavBar: Navigator

Recent Places

Navigator

oS

My Links

7. Define the selection criteria
a. Course ID; or

4{n | Course Catalog

Course Catalog

Course Equivalencies

Catalog Summary

Course Catalog Search

Gen Eds

Course Fee Inquiry

<2 | Curriculum Management B
Course Catalog >
Schedule of Classes N
Enrollment Requirements N
Facility and Event Information N
Class Roster N
Instructor/Advisor Information >

»|

List Course - Term(s) offered

b. Subject (INTL - International); and/or

c. Catalog (Course Nbr).
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FC_CRSE_OFFERED_TERMS - List Course - Term(s) offered

Course 1D a
Or By Subject |intl Q,

+ Catalog

View Results
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8. Click the ‘View Results’ button

FC_CRSE_OFFERED_TERMS - List Course - Term(s) offered

Course ID Q.
Or By Subject |intl QL

+ Catalog

View Results

9. This is a built query (FC_CRSE_OFFERED_TERMS) and the results can be downloaded into
Microsoft Excel spreadsheet by clicking ‘Excel Spread Sheet’ link

FC_CRSE_OFFERED_TERMS - List Course - Term(s) offered

Course ID | aQ,
Or By Subject INTL Q
+ Catalog 1

View Results

Downloadresults in: Excel SpreadSheet CSV TextFile XML File (4 kb)

WView All First 1-20 of 20 Last
CourselD | Subject | Catalog | Mode Deser Term | Campus | Session | Acad Group | Acad Org | Career | Section | Class Hbr | Component | Assoc | TotEnrl
1 0028923 INTL 1 P Basics Of Importing 1129 1 1 MBS MBS CRED CO1 1879|C 1 25
2 008923 INTL 1 P Basics Of Importing 1129 1 1 MBS MBS CRED |C02 1880|C 2 23
3 008923 INTL 1 P Basics Of Importing 1129 1 1 MBS MBS CRED 301 18815 1 25
4 008923 INTL 1 P Basics Of Importing 1129 1 1 MBS MBS CRED |S02 18825 2 23
5 008923 INTL 1 P Basics Of Importing 133 1 1 MBS MBS CRED CO1 2251|C 1 36
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ENROLLMENT REQUIREMENTS

Course Prerequisities or Co-requisites

Provides details on predefined course prerequisites or co-requisites.

1. Go to Fleming College’s website (http://flemingcollege.ca/)

2. Log into the myCampus Portal

3. Click the ‘Evolve Administrative System’ button

4. Click the ‘Navigator’ button found in the top right-hand corner of the page

Fleming College

myCamg

LEARN | BELOMNG | BECOME
# HOME STAFF  RESOURC

EMAIL (OWA)

Q. search anyl

& MYCOURSES (D2L)

I ™Y STUDENT CENTRE

% CO-CURRICULAR RECORD

@ EVOLVE ADMINISTRATIVE
SYSTEMS

‘You have no c

M MY PROGRAM

I FLEwAY ()

|#" GRADES

THE ALEMING ZONE + Fleming Co

+ ines C
== MORE APPLICATIONS. Shorlines

Welcome to Evolve!

Quick Launch

&~
s - Vi yaur absence bakinces dotal
¥ Gelails of your absence requests
ent and casl BE3ance 1068
to view olrs and manage yeur applications
foror your class and exam schedules.
i - LS T Student cenler 10 Manage SChool riatieg activite
10 the myCamgus portal
er - Schedule CSMS Query-Cased Bl repons
1 - Atd or update enrolimant request iransactions for a student
Nt - Submit @ request for enroliment in iraining.
@ Students infarmation. Find quick inks 1o more -
Fa

fuw Activey G 3 SUGANE SCCOUNE By BECOUNT Type.

Review curmant and pricr paychecks
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5. Click the ‘Curriculum Management’ link and then the ‘Enroliment Requirements’ link

paxRar Navigator o NavBar: Navigator ﬂ
bt Accounts Payabl I : =
:@ SR z <2 | Curriculum Management *

Recent Places Campus Community 5

Recent Places Course Catalog 5
E Class Cancellations >
Navigator Schedule of Classes >
Course Outlines 3
= HNavigator
Enrollment Requirements 3
My Links Curriculum Management 3
Financial Aid 5 * Facility and Event Information >
My Links
6. Click the ‘Enroliment Requisite Summary’ link
NavBar: Navigator Q

7. Defi

Recent Places

<z | Enroliment Requirements =

Enrollment Requirement Groups

Enroliment Requisite Summary

Havigator
My Links

ne the selection criteria

Enrollment Requirement Summary

a. Academic Institution (FLEMG); and/or
b. Subject Area (MGMT - Management); and/or

c. Course Nbr.

Search Criteria

Requirement Graup

begins with «

Academic Institution

begins with « [flemg

Academic Group

Subject Area

Catalog Mbr

(s}
peging with - Q.
begins with « |[magmt Q

beqgins with Q.

Description

begins with

[[include History [ case sensitive

Search Clear Basic Search [& Zave Search Criteria
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8. Click the ‘Search’ button

Search Criteria

Requirement Group begins with
Academic Institution begins with «» [flemg
Academic Group begins with

Subject Area begins with « |mgmt

LB L P

Catalog Mbr begins with «
Description begins with

Cinclude History [l case sensitive

Basic Search [0 Save Search Criteria

9. Click any item (Requirement Group, Subject Area, etc.) in the specific row to review the Requisite
Summary information

Search Results

View All First ‘4" 11s0f13 b Last
Requirement Group Effective Date Academic Institution Academic Group Subject Area Catalog Nbr Description

000219 01011901 |FLEMG (Dlank) MGMT 33 MGMT32 PRE

000654 08/01/2006 |FLEMG (Dlank) MGMT 1 MGMT1 PRE

000659 1000172006 FLEMG plank MGMT 3 MGMT3 PRE

121812006 |FLEMG MGMTS PRE

10. An example Enrollment Requisite Summary page information

Enroliment Requisite Summary

Find | View All First ‘4’ 10of1 '} Last
000660 Effective Date 12/18/2006 Active Always Report
Academic Requirements
MGMT 7
l Group Line Type: Course
Requisite Type: Pre-Requisite
Course D 008784 Human Resources Admin. Include Equivalent Courses
MGMT 4
Or Group Line Type: Course )
Requisite Type: Pre-Reguisite
CourseID 008781 HRM For HR Specialis Include Equivalent Courses

Return to Search Previous in List Mext in List MNotify Include History

[END OF DOCUMENT]
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