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In advising, as in chess, forethought wins.
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What 1s Datatel Colleague?

Datatel Colleague is an advanced enterprise resource planning solution designed specifically for
higher education.

DATATEL: Name of the software company

COLLEAGUE: Name of the software

CIS: Name of the implementation project

Colleague Advising Tools

Just as in the past with UNIX, Colleague will be used to access:

Q

oooooog

Student Information
o Program, Assigned Advisor, Telephone Number, and Address
Placement Test Scores
Student Transcripts**
Student Schedules
Student Personal Identification Numbers (PINs)
Class Rosters
Assigned Advisee Listing

**For students who have been admitted prior to Fall 2007 you will need to access UNIX for student
transcripts until the student transcript conversion has been completed. **



How to Login to Colleague

The “How to Login to Colleague” section will provide you step-by-step directions on how to log on
to the Colleague system. Before you begin this section, be sure that you have...

U Datatel on your office computer
O Your Colleague login user name and password

Please contact ITSD at 919-686-3600 if you are having difficulties or do not remember your login
information

Step One: Open Datatel

From your computer desktop, double click the Datatel icon




Step Two: Enter your User ID & Password

When the Datatel Login box appears, it will ask you to enter a User ID, Password and Database.
Enter your User ID on the first line and your Password on the second line. For training purposes
your only database option will be coltest. As fall 2007 advising begins, a second database option,

collive, will be become your primary database. Then select OK.

Datatel Login

Enter a Uzer D, Pazaward and Database:

Uzer ID: IEnter zer ID Here
Passward: | “““““““ 4

[Dratabaze:; | coltest j

Cancel |

After you enter your User ID and Password, it will take a few moments for Datatel to open.

Logaging in, pleaze wait...

You will be prompted to change your Password as you login the first time. Your new Password
must be at least 8 characters and include at least one number. Passwords must be lowercase.
Periodically the system will ask you to change your Password.

Password Example: dtccisgr8



Step Three: Access ST Menu

Once logged in to Datatel, you begin with this screen:
# Datatel - coltest - UT =) I:Ili[

File Edit #&pps Favorites Ophions Help

E!uiu:k.-‘l‘-.ccessl VI Elco | 'tl'a > K ﬁ @

M-t UT

To access Colleague, advisors need to be on the ST menu. To access the ST menu, first select
APPS from the file menu, then select ST.

# Datatel - coltest - UT _ =101 %]

File Edt | Apps Favorites Options Help
QuckAce ™o 'SP | did X®& 9 @ @

v UT

FH- 1l
CF

HR




This process has to be completed twice due to a bug in the system, so again select APPS from the
file menu, then select ST.

A Datatel - coltest - UT : 9 (=] |

File Edt | Apps Favorites Options Help
Quckdce ™0 7] e | did X®& T © @

W UT
F- | CORE

Before Datatel opens the ST menu, you will receive the Alert message below, click OK.

#"Datatel - coltest - UT =10 x|

File Edt Apps Favoribes  Options  Help
Quick Access| 1B | Q@ X® F 0O @

M UT

Disclosure of information protected by privacy laws iz prohibited.
Unauthorized access and/or uze of thiz spstem iz prohibited.




Nawvigating Colleague

Nawvigating Colleague: Title Bar, Menu Bar, and Tool Bar

# Datatel - coltest - UT =] E

File Edt #Apps Favorites Oplions  Help
Guick Access -] Qs dia & o @O @ ‘

On every screen in Colleague, at the top of the page you can always find the Title Bar, the Menu
Bar, and the Tool Bar.

.-fnatntnl = coltest = 5T i 2 =101 x§

The Title Bar includes information on the Current Application (Datatel), Account (coltest),
and Module (ST). The Title Bar is for information purposes only.

Fle Edt Apps Favorites Options Help

The Menu Bar includes File (includes Datatel exit option), Edit (cut, copy and paste options),
Apps (which you will only use when you sign in to Datatel to select the ST module), Favorites,
Options, and Help

SAVE ALL CANCEL

CANCEL ALL

SAVE

DELETE HELP

Quick Access| 10 | d@Q xugm@/

MNEMONIC BOX MENU TREE

The Tool Bar provides several user options including Quick Access to Colleague screens, saving,
canceling, and help options.
® The Quick Access “Mnemonic Box™ allows you to quickly access the Colleague screen you
need. All Colleague screens can be accessed with a four letter mnemonic. For example, the
student data screen in Colleague can be accessed with the mnemonic SPRO.
e The first icon looks like a floppy disk. This allows you to SAVE the information in
the screen you are working with.
e The second icon looks like several floppy disks. This allows you to SAVE ALL the
information you are working with in various screens.
e The third icon is a red X. This allows you to CANCEL the screen you are working in.
The fourth icon is several red Xs. This allows you to CANCEL ALL the screens you are
working with.
e The fifth icon looks like a trash can. This allows authorized users to DELETE RECORD.
e The sixth icon looks like a menu. This allows you to SHOW/HIDE TREE MENU.
The seventh icon is a question mark. This allows you to access the HELP feature.



How to Access Student Data

Student data (including program, advisor, phone number) is located in the Student Profile section of
Colleague. The Student Profile mnemonic is SPRO.

Step One: Access SPRO Screen

e

::!?Datatel - coltest - ST
File Edit #Apps Favaorites Ophions Help

Duick.ﬁ.ccesslSPHD vI Edao | dad X& 7 0O @

[ L\> _J AL - Academic Records
----..J A - Recritmentadmission«gmt . AM - Recruitmenttdmissions Mgt
..---i FI - Faculty Information _d FI - Faculty Infarmation

_...i RG - Reqiztration _J RG - Registration

Ly Favorites

To access the Student Profile screen, type SPRO in the mnemonic box (located on the Tool
Bar), and then click the GO button.



Step Two: Select Student Record (Student Look Up)

Using Colleague, you can select a student's record two ways:

e Last Name, First Name

e (Colleague Student ID Number
With the Colleague system, all students will be assigned a seven digit student ID number. The
student ID number will replace the social security number in pulling up student information.

After you entered SPRO in the mnemonics box and selected the GO button, the Student Look Up
box will appear.

# Datatel - coltest - ST
File Edit Faworites Tools  Help

QuickAccesslSF‘HD 'I = [T | A3 X & ﬁ B @

e SPHD-StudentProfilel

R
Lf | | Prefened Maiing Address Freferred Residence
Student LookUp
Acadenic Il Adrit
LIP’DQ& ok | Cancel | Detai Finish | Hep | L IS‘at”S—
Student Types/Date 1 l _[@ﬁ
Start [t End Dt
Home Location 1 _
Advizars 1 E]
Restrictions LI_!] |
Directary/Frivacy | = | =l
Terms I_E] Lac:atar IX_@ Hiatus I_!
Transcripts I_E] &ddl Prafile D ata I_@ Demographics I_!

**Note** Only one Colleague user can access a student’s record at a time.



Student Look Up by Student ID Number

In the Student Look Up box, enter in the student's seven digit Student ID Number, then click OK

# Datatel - coltest - ST

File Edit

DuickﬁccesslSF‘HD "I Edco | d.;] = e ﬁ B @

Favarites

Tools

Help

After clicking OK you will be directly linked to the student's record.

AR\

ST

|y
|y

SPRO-Student Profile |

Prefered Mailing Address

Prefered Residence

Student Looklp

- —

Advizors

B astrichimme

1
1

m—

Academic I m13377 Adrnit
Program Statuz
QE. Cancel Help B
A L e | L} —
Student Types _[@ﬁ
Start Ot
Home Location 1 _ i

|| e



Student Look Up by Name

In the Student Look Up box, enter in the student's last name, then a comma, then the student's first

name. (ex. Miller, Miranda) Then click OK.
o 3 I:EE‘S T 0

Datatel - colte:
Fawvarites

- .
File Edit Help

QuickAccesslSF‘HD 'I Elao | dia X« 9 O @

Tools

= o7 | SPROStudentProfie |
Fi-
-
-
Hed L Profened Mailing Address Freferred Residence
- ‘
Fi- —
o B |
Student LookUp
Sadeie |M|LLEFL MIRAMDA Axdrmit
1 Eiegiam !Tf‘T Cancel | Detsil Finish | Hep | | 3 ,
I A | =
Student Types/D) \ -@ﬁ
Start Dt End Dt
Home Location 1' -@I I

You can also search for a student's record by last name, or the first few letters of a student's last
name. In the Student Look Up box, enter in the student's last name, or just the first few letters of

the last name, and then type three periods (...) Then click OK.

Datatel - coltest - 5T
Tools

o o
File  Edit Help

DuickﬁccesslSF‘HD vI Edao | dd X& 7 O @

Favaorites

= 57 | SPRO-Student Profil |
E)
o
-"J ——— Preferred Mailing Address Freferred Residence
i —
L B |
Student Look U p
Academic I MILLER... Adrnit
Program 3 7 Statuz
(] Cancel Dretail Finizh Help E
A R e | |t lp
N -
Start Dt E
e ' . a OF I (1 =



This will search the database and pull up all students with the same last name as the one entered or
all the last names that begin with the letters you enter. For example, if you entered in HAR... it
would bring up student records with the last name Harris, Harrison, Hart, Harvey.

Using either Student Look Up by Name methods (entering Last Name, First Name or partial name
and ...), after you click OK you will be brought to a screen to select and confirm the student record
you are looking up. Depending on how much information you entered, you may have to scroll
through several screens before finding the student's name and record for which you are searching.

& Datatel - colteskt - ST

File Edit Favarites Tools Help

DuickﬂccesslSPHD "I Elco | d-.;] X & ﬁ B @

SPRO-Studert Profile  SPRO-Student Profile |

PERSON Lookup Screen
using PERS0ON, VWiew: Combined
J Seq: Name hddress BEN
I, Status (Peunion Class) Entry Date
Bource (Birth Name) TThere Tsead Eirth Date
-
I_ l: Cheasty-Miller, Patrice 3 Hardscrabh Dr 453
l&30z Hillshorough, NC 27E&% 04721406
2TU FHEENEHRE
I- Z2: Miller, Adrienne 15 W Weawe 5t 311
11124 Durham, HC Z770. 047184068
MAT,5TU, FIN BEEHEHRE
I_ 3: Miller, Alan 703 Orange Grow Bd L8z
Tll37E Hillsborough, NC Z7E7 04718/ 08
5TU BEEFEHAE
I_ d: Miller, Andre E0& Stonegat Dr 1165
15073 Durham, NC 2770 04 /20406
I STU HEEHEHHE
Use the scroll bar to scroll down to find the student’s name
-
Controller LookUp Besolution Page 1,732 ke ot
Seq Muamber, (F)lag, (Viiew, (5)ortfSelect: I E] |i|
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After you have located your student's name, there are several ways to select and confirm that this is
the student record you need.

" Datatel - coltest - 5T
File Edit Favorites Tol Sqve Icon

Quickdocess[SPRD 1T d id X & T B @

SPRO-Gtudent Profile  SPRO-Gtudent Profile | ]:\ \

DELSON Lonfup Screen
using PERSON, Wiew: Combined
J Seq: Name Address =31
I}, Status [(Peunion Class) Entry Date
Source (Birth Name) TThere T=sed Birth Date _I
-
p E7: Miller, Miranda Leigh L Bypass Lane 483F
11397 Chapel Hill, NC 75l 04,/18/06
\ MAT . PER, STU, FIN,APP FEEEEHES
8: Miller, MNorwood & 00 Lansdowme Dr a0z
0g3z4 Durham, MC 2771 04,0803
HEF , EMP EEEREHES —
I_I ES9: Miller, Paul J E73 Canadian Mist Lane 517
15415 Holly Springs, MC 2754 04 /20706
STO FEEHERES
I_ g0: Miller, Bai Anne 4]l DIixie Lane ava
15939 Foungsville, NC zZ7E59 04 /20706
| ST Line Item FHESEEEE
Number A/v{
\ 7 |
Controller LookUp Besolution Page 1E/3E L/
Seqg Mumber, (F)lag, (Wiiew, (S)lorc/Select: |5';.' |ﬂ x |
Save Icon

Option # 1-Point & Click

First you can left click the white box to the left of the student's name. A check mark will appear
confirming that this is the record that you have selected. After you have made your selection, you
will need to SAVE your selection. Click the SAVE icon on the Tool Bar or there is a second
SAVE icon at the bottom right hand corner of the screen. After clicking SAVE, you will be
directly linked to the student's record.

Option # 2-Keyboard

You can also select and confirm the student's record by entering the line item number before the
student's name in the white box at the bottom of the page. After you have entered the line item
number, select the Enter key and you will be directly linked to the student's record.

Step Two: Select Student Record will be an important step in all student related screens you

will access. The same methods of student record selection explained here will also be used to
pull up the student's test scores, transcripts, and schedule.
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Step Three: Student Record Overview

Datatel - coltest - ST
File Edit Favorites Tools Help

Buick.ﬁ.ccessISF‘HD VI Edco | dad X& 7 0 @

SPRO-Student Frofie | /) Colleague
ID Number
Miller, Miranda L. :
Chapel HIl MC 27514 Haome: 919-
Prefered Mailing Address Number Preferred Residence
5 Bypazs — 5 Bypazs
Chapel Hil |MC 2751 4{‘—‘—‘ Address Chapel Hil |NC  |27514
Change Address | At
Academic Cust Aczad Statuz Crpl Admit
Program Pam Lewvel Statuz Date [ ate Statuz
1 [[a10100 F) [Ne [E0 [Bctive [03/m5/07 | [Transfer =
- Student Types/Date 1 | -[@ﬁ
Academic ) Start Dt End Dt
Program Home Location _1 [ME Main Campus AT 08/01/06 | (==
Advisors 1 [[Peterw, Wonldidgs @ @
Restrictions _1 [~ ] | 08/15/06 -
Directory/Privacy | v ;‘
Terms r><_E] Lcu:atu:ur IX_@ Hiatus I_t]
Transzcripts IX_@ Add| Profile D ata IX_@ Demoaraphics IX_@

Once you have arrived at the student's record, you have read access to the following information:
U Student's Name
O Student's Phone Number
U Student's Academic Program*
U Student's Advisor
U Student's Address

Admissions Status

All students that have applied for admissions will have the program they applied for indicated under
“Academic Program” even though they may have not been accepted into the program yet. If the
student has not been officially admitted into the program, under “Restrictions” it will have

AD Applied/Not Admitted listed (see example below). The student will also not have an assigned
advisor listed.

Restrictions _1 || i) [BD Appied/NotAdmied e =~

If a student needs to change their major, please refer the student to the Admissions Office, 1210
Wynn Student Services Center.

15



*The student's Academic Program on the Student Profile screen (SPRO) is listed as the Program of
Study code (ex. A10100 represents Associate in Arts Degree). To see the name of the certificate,
diploma, or degree, click the Detail button (blue box) to the right of the Academic Program code.

You will be linked to the Student Academic Program screen (SACP) and the degree will be listed
on the bottom half of the screen. To return to the SPRO screen, click the single red X icon on the
Tool Bar to CANCEL. An Alert box will appear before returning to the SPRO screen, just click
OK

Datatel - coltesk - ST

P

File Edit Favorites Tools Help

DuickﬂccessISPHD vI Elco | d-.;] o O, ﬁ B @

SPRO-Student Profile  SACP-Student Academic Program |

3 NC 27 14
Acad Program: A10100

Academic Lyl | CL Clazz Lyl |FR Acad Lyl Standing I
Statug/DtOpr Active |L|E] |EIB;"EIE£EI? |HL|NTS
Lacation/Catalog [MC Main Campus 007
Admit Status | T Transfer

talog

I.-i‘-.rts and Scien |Eurri|:ulum [nat
[ =
Ant Crpl Dt MMACY | (=)

!_“)Jegree |.-'-‘-.f1'-. Aszociate in &rks

Academic CCos _1 || 2| [T
Program Majors 1 | 10100 Azsociate in Atz 2 | 1
Miners 1 | [ 1

2

Specializations 1

Primary Academic Program IYES

Programn Additions I_t] Advizaors IK_@ Printed Comnrmetts I_E]
D& EvealCust I_E] Counzelors I_E] Comrnents I_E]

W arning: D ata from previous soreen not accepted

Step Four: Exit SPRO

After you are finished with the Student Profile screen, you can select the CANCEL ALL icon
(multiple red X’s on the Tool Bar) to exit SRPO and return to the main menu.
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How to Access Specific Student Data
(Email & Telephone Number)

As we just covered, SPRO provides plenty of student information, but if you need just a student’s
email address or telephone number, you can quickly access those pieces of information through the

screen. The mnemonic for the screen
is

Step One: Access PCIN

# Datatel - coltest - 5T
File Edit Apps Favaorites Ophions  Help

I]uick.-'—‘-.u:cesle'ElN "I Edco | Hdad X & 9 B @

El-t 53T @ _J AC - Academic Becords

..---l AM - Recruitment/Ad mz kdgmt _J AM - Recruitment/Admissions kgmt
----,.J CC - Communications: Managemment _J CC - Communications Management
----,.J CU - Curriculum Management _J CU - Cumriculur Management
—--‘ DM - Person Demagraphics _J DM - Person Demographics
---“l FO - Forms Processing _ FO - Forms Processing
.--a-l FI - Faculy Information . Fl - Faculy Infarmation

To access the Person Contact Information screen, type in the mnemonic box (located on the

Tool Bar), and then click the GO button.

Step Two: Select Student Record (Person Look Up)

As with the Student Look Up section of the Colleague, you will need to select a student's record to
access the Person Contact Information screen. Please refer back to pages 10-14 to review the
student record selection process. The same methods of student record selection will also be used to
access a student’s transcripts, test scores, and schedule.

After you enter in the mnemonics box and click GO, you will arrive at the
SCIrecn. g iFa s ey a

File Edit Faworites Tools Help

Quick.&ccesle’ClN VI EdGo | d0 X& 9 @ @

PCIN-Person Contact Information |

1 I =
2 | I
:ill —— Perzon LookUp
|
Personal Phone Humber B4 ™5, Cancel Detai Finish Help
1 l_ ' ' ARl
2 | il |




Remember that using Colleague, you can select a student's record two ways:

O Last Name, First Name
O Student ID Number

Step Three: View Student Email Address & Telephone Number

& Datatel - coltest - ST

File Edit Fawvaorites Tools Help

I]uiu:kﬁ‘-.u:n:esle'ElN *I Edao | dad X®& 9 B @

FCIM-Perzon Contact Information |

Bajani, Kanpeba..

Faleigh MC

Addrezz Phone Mumber  Extenzion Type
1] [~
2 J
pea
e &
Ferzonal Phone Hurmber  Extenzion Type
1 [[519-753-6681 Home =
2

=

E-Mail Type -t ail Address
thabita_bajanii@pahon. com /J' =

I

Fh

|
L

-

Controller &ddrezz Phones Mo'alues

Step Four: Exit PCIN

After you are finished with the Person Contact Information screen, you can select the CANCEL
ALL icon on the Tool Bar to exit and return to the main menu.
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How to Access Test Scores

This section will review how to access student test scores including:

O Placement Test Scores

O SAT & ACT Scores

O Advanced Math Placement Test Scores
U Computer Competency Test Scores

Test Scores are located in the Test Summary section of Colleague. The Test Summary mnemonic is
TSUM.

Step One: Access TSUM Screen

A Datatel - coltest - 5T

s

File Edit Apps Favorites Options Help

Be | @ X% 9 @ @

Gluick Access |ESELE

H-= 5T 1/\> _J AL - Academic Records
..J AM - RecruitmeMtAdmissions kgt _J AM - Recruitment admissions b gmt
F__J FI - Faculty Information . FI - Faculy Infarmation
,_..J ARG - Regiztration _J RG - Registration
¢ Favonites

To access the Test Summary screen, type TSUM in the mnemonic box (located on the Tool
Bar), and then click the GO button.

Step Two: Select Student Record (Person Look Up)

As with the Student Look Up section of the Colleague, you will need to select a student's record to
access their test scores. Please refer back to pages 10-14 to review the student record selection
process. The same methods of student record selection will also be used to access a student’s
transcripts and schedule.

After you enter TSUM in the mnemonics box and click GO, you will arrive at the Person Look
Up screen.

19



atatel - coltest - ST

File Edit Fawvorites Tools  Help

Qui:k.&CCESSITSUM "l Edco | d@d X& 9 B @

B2 ST TSUM-TestSummaryl
.
A Admizzions Tests Eg Dt Taken  Score  Pot Source Status Statusz Dt
1 ™) ol | j
2 ) ) ]
2 B I
Perzon Lookp
Flacement Te: || Statusz Dit
ill ok | Cancel | Detail | Finish | Help | ﬂ
3 SN . 58 | I | =
Other Tests Eq [t Taken  Scare  Pot Source Status Status Dt
1 ) ol ] j
2 ) o] |
3 o il ] ]

Remember that using Colleague, you can select a student's record two ways:

O Last Name, First Name
 Student ID Number

20




Step Three: Test Score Overview

Placement Test Scores
‘# Datatel - coltest - 5T

S

File Edit Fawvorites Tools Help

QuickﬂccesslTSUM VI Eldco | d.a oK ﬁ [E @

TSUM-Test Summary |

Johnzon, Carmel |D: O1E™35, S55M- tHd- g4
Diurhamn HC 27707 Horme: 913-6772-
Admizziong Tests Eq Dt Taken Score Pot Source Statuz Statuz Dt
1 ) © :I
2] s
3 3t 3 ~
Flacement Testz Eq Dt Taken Score Pot Source Statuz Statuz Dt
1 JASSET Elementary E] Mo E] 12/16/03 40 THE A 1214/06
2 JASSET Mumerical E] Mo E] 12/11/03 41 {HE B 12/14/06
3 [[ASSET Reading F] Me I 127103 45 TE A 12714706 ~|
Dther Tests Eq Dt Taken  Score Pot Souce Status Status Dt

| ) sl :I
2| ) sl
el ) sl ]

After you have selected your student, you will be brought the Test Summary screen (IT'SUM). The
Test Summary screen has three sets of boxes, Admissions Test, Placement Tests, and Other Tests.

Placement Test scores is where the scores for ASSET, COMPASS, SAT and ACT, and Advanced
Math Placement will be listed. Other Tests is where Computer Competency scores will be listed.

Placement Tests is the second set of boxes on the TSUM screen. Information listed under this
section includes:

O Type of Placement Test (ASSET, COMPASS, SAT, ACT)

U Date Taken

O Score

O Source (TC=Test Center OTC=Other College Testing Center)

You will also notice to the far right of the screen of the Placement Tests section there is a scroll
bar. Since the screen only allows three Placement Tests to be listed at a time, remember to use the
scroll bar on the right hand side to scroll down to see additional test scores!
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& Datatel - coltest - ST

S

File Edit Favorites Tools Help

Duick.-'—‘-.u:u:esslTSLlM TI Edco ! A X& 7 B @

T5UM-Test Surmmary |

Johnzon, Carmel ID:
Diwrkan HC 27707 Horne: 31
Adrmizzions Testz Eq Dt Taken  Score  Pot Source Status Status Dt
1 % % | | | | il
2
-1F) F Placement Test 5]
Placement Test Type Score =
n ion:
and Sectio ~ / 7
Flacemnent Tests V/ Eqg Dt Taken SDMDI Source Status Status Dt
W |55 E T wiiing Ne W) [[Zams [ & TC A 12/14/06 -
5 S
o it -
Use the scroll bar to scroll up and down and view additional placement test score
Other Tests Eq Dt Taken Score Pot Source Statuz StatuM
1] s 2
2 Sl
| 3kt 3 =
SAT & ACT Scores

SAT and ACT scores are also located in the Placement Tests, the second set of boxes on the TSUM
screen. Information listed under this section includes:
O Type of Placement Test (SAT and ACT)
U Date Taken
O Score
o SAT 500 and higher on Writing and Critical Reading = ENG 111
o SAT 500 and higher on Math = College-Level Math
o ACT 20 and higher on English = ENG 111
o ACT 20 and higher on Math = College-Level Math
o Scores lower that 500 on SAT or ACT will need to complete the placement test.
You will also notice to the far right of the screen of the Placement Tests section there is a scroll
bar. Since the screen only allows three Placement Tests to be listed at a time, remember to use the
scroll bar on the right hand side to scroll down to see additional test scores!

Placement Tests Eq DtTaken  Scoe  Pot Source Status Statuz Dt

_1 [[ASSET Mumericat— 1] Mo IT | | Oerdat—— 4] B 02/05/07 *
[[5AT Math ] [No W] [03/06707 [ a0 A 0306707
3 [[5AT Reading F) Mo ) [03/06/07 [ Bz0 |
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Advanced Math Placement

Advanced Math Placement test scores are also located in the Placement Tests, the second set of
boxes on the TSUM screen. Information listed under this section includes:
U Type of Placement Test (COMPASS College Algebra, COMPASS Trigonometry)
O Date Taken
U Score
o College Algebra 0-49 MAT 171 Precalculus Algebra
o College Algebra 50-100 MAT 172 Precalculus Trigonometry
o Trigonometry 0-47 Mat 172 Precalculus Trigonometry and/or MAT 263 Brief
Calculus
o Trigonometry 48-100 MAT 271 Calculus 1

You will also notice to the far right of the screen of the Placement Tests section there is a scroll
bar. Since the screen only allows three Placement Tests to be listed at a time, remember to use the
scroll bar on the right hand side to scroll down to see additional test scores!

Placement Tests Eq Ot Takenﬁz—nrewh{ Source Status Statuz Dt

1 |[COMPASS Callege & 1T [es I [03/06/G7 B2 & 03/06/07 - |
2 |[COMPASS Trigorome 1| [No I [D3/06/07 40 j A 03/06/07
3 ]

8 7 &

Computer Competency Scores

Other Tests is the third set of boxes on the TSUM screen. Information listed under this section
includes:

O Type of Other Test (Computer Competency)

O Date Taken

O Score (80 and above=Pass)

You will also notice to the far right of the screen of the Other Tests section there is a scroll bar.
Since the screen only allows three Other Tests scores to be listed at a time, remember to use the
scroll bar on the right hand side to scroll down to see additional test scores!

Computer Competency Pass Example:

Dther Tests Eq Lt Taken é:we\%:t Source Status Status Dt

1 |[Computer Competen 1) [HNo ) [03/06/07 57 [) P 03/06/07 - |
2| i )
3 ] ] []
Computer Competency Did Not Pass Example:
Other Tests Eq Ot Taken /Scu:ure }‘nft Source Statuz Status Dk
1 |[Computer Campeten ] [N IF] [03/0607, [ 72 [] NP 03/06/07 - |
2| ) ]
3] ) il []
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Step Four: Exit TSUM

After you are finished with the Test Summary screen, you can select the CANCEL ALL icon on
the Tool Bar to exit TSUM and return to the main menu.
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How to Access Student Transcripts

Student transcripts can be accessed through two different screens in Colleague, one that allows you
view transcripts (Transcript Course Listing) and one that allows you to view and print transcripts
(Transcript Print). The Student Transcript mnemonics are TRCL and TRAN. ** Transcripts will
not be available until the transcript conversion is completed. Use UNIX to look up transcripts on all
returning students.**

Step One: Access TRCL Screen

'#"Datatel - coltesk - ST

File Edit #&pps Favorites Options Help

uuicmccessthL vI Eco | did X8 7 0O @

5T
y &b - Recruitrmentsddm = Mamt

CC - Communications M anagement

AL - Academic Records

i
X

Ak - Recruitment/ddmiszions kamt
CC - Communications M anagement
Cl - Cumnculur Management CU - Curriculum b anagement
Dk - Perzon Demoagraphics Dk - Perzon Demographics

FO - Forms Processing FO - Forms Processing

VIR VIR VIR Vil ViR VIR V

FI - Faculty Information FI - Faculty Infarmation

VR VA VL VL VR VRV

R5 - Reniztratinn Ri5 - Rrnictratinn

To access the Student Academic Credits screen, type TRCL in the mnemonic box (located on the
Tool Bar), and then click the GO button.

Step Two: Select Student Record (Student Look Up)

As with the Student Look Up section of the Colleague, you will need to select a student's record to
access their transcripts. Please refer back to pages 10-14 to review the student record selection
process. The same methods of student record selection will also be used to access a student's test
scores and schedule.

After you enter TRCL in the mnemonics box and click GO, you will arrive at the Student Look

=

Up 2 Datatel - coltest - 5T : ol -

File Edit Favorites Tools Help

Screen.
Quick Access [THCL -] Beo | @ X& 9 B @

Bl 5T TRCL-Trangcript Course Listing I

Trahscript Groupings:

Academnic Credit Entries Cred Cred Cred
Sect Grade Atk Crpl Cale  Tem

AT\ AR

L
AIEEEE

Cancel | Detall | Finish | Help |
| | | | |
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Remember that using Colleague, you can select a student's record two ways:

O Last Name, First Name
O Student ID Number

Step Three: Transcript Groupings Look Up

File El:Ilt Favont Help

Iluu:k.f-‘u:cexxlTFH:L IBGD | dad X& 9 @ @

EliS# 5T TRCL-Tranzcnpt Courze Listing |

B
= Miller, Miranda L. 10: 0113
_.J ChapelHil WC 2
A
_-J Academic Credit Entries Cred Cred Cred
___J Course Mame Sect Grade Alt Crnpl Cale  Temm
weo || 8 T =
__J ﬂ:% I: Tranzcript Groupings LookUp
i || A8 [T |EU
SINE = | Cancel | Detsil | Finish | Help |
]
.
i . | | | | | |

After you have selected and confirmed the student’s record, a Transcript Groupings Look Up box
will appear. If it is not already populated, in the Transcript Groupings Look Up box, type CU for
Curriculum, and then click OK.

Step Four: Transcript Course Listing Overview

After you have selected CU and clicked OK, you will be brought the Transcript Course Listing
screen (TRCL).

The Transcript Course Listing screen shows a curriculum transcript for the selected student
including course and section number, grade, credits, and term. If nothing is listed on the screen, the
student does not have transcripts from DTCC or on file from other schools

If a student needs an official copy of their transcripts, please refer the student to the Student
Records Office, 1202 Wynn Student Services Center.
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& Datatel - coltest - ST

File Edit Fawvorites Tools Help

EJuiu:k.-’-‘-.u:u:essITFlEL vI EdGo | A X®& 7 B @

TRCL-Tranzcrpt Courze Listing |

Miller, Miranda L. [D: O
Chapel Hill HC 2751 Hi

Tranzcript Groupings

Academic Credit Entries Cred Cred Cred

Courze Mame Sect Grade At Crnpl Calc Term
1T [MaTA5 120 A 3.00 3.00 200 [2006Fa -
2N SPATT 130 W 2.00 0.00 000 [Z006FA
3T [acaa 400 C 1.00 1.00 1.00 [200750
4[] [comaizo 101 C 3.00 3.00 200 [200750
5 [RUMA15 120 C 3.00 3.00 200 [200750
6 [ IF] [MaT-060 0o P 4.00 0.00 000 [zo0750
el .5
N 8
~ I

Step Four: Exit TRCL

After you are finished with the Transcript Course Listing screen, you can select the CANCEL
ALL icon on the Tool Bar to exit TRCL and return to the main menu.
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Step One: Access TRAN Screen

:EfDatatEI - coltest - 5T
File Edit Apps Favorites Options Help

I]uiu:k.-’-‘-.u:cesslTH.-’-‘-.N "I Edaa | Ha *x & ‘Ia BE @

Bt ST _a AL - Academic Records
----#J AM - Recruitme izzionz b gmk _J AM - Recruitment//d.dmiszions b gmt
,.J FI - Faculty Infarmation 2 FI - Faculy Information
,_._.l R - Reqistration . RG - Reqistration
» [y Favortes

To access the Transcript Print screen, type TRAN in the mnemonic box (located on the Tool
Bar), and then click the GO button.

Step Two: TRAN Screen Setup

7 T U E—— Trans Grouping should always be -
listed as “CU” for curriculum.

. If nothing is listed, enter CU. If
Quick Access ITH’*“N :" Edeo another abbreviation is listed,

TRAN-Transeript Print | change it so the field reflects CU

File Edit Fawvorites Tools Help

R ecipient
|lze Grouping Phr Sort Order |Bu Student ;I
erify Prt Restrz dd Hierarchy |PREFERRED

Tranz Grouping

CavedLi{ pme |

Fat L 4 W

Use Grouping Ptr and Verify
Ptr Restrs should always be
listed as “NO”

If the fields have “YES”
listed, change both fields to
reflect “NO”

Disiziong

1
Schoalz 1 |

Clazz Level: _1 |
Advizarz 1 |

Acad Level Standing _1 ||
Addnl Select Criteria [No

ol b B b B B LB

Ll

Controller Trans Grouping Mo alues
Tranzcript Grouping ook p
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Step Three: Select Student

Remember that using Colleague, you can select a student's record two ways:

O Last Name, First Name
O Student ID Number

Unlike other Colleague screens, a Student Look Up box will not appear. Line item “Students”,
which is listed under Verify Prt Restrs, is where you will enter the student’s name or Colleague ID
number.

E.'Datatel - coltest - ST
File Edit Fawvorites Tools Help

Guick.&ccesslTH.ﬁ.N vI Edao | Adigd X& 7 B @

TRAM-T ranzcript Print |

Trans Grouping 1 IELI ﬁ Recipient
Ilze Grouping Pir {Mo Sort Order |Bu Student ;l
Werify Prt Bestrz Mo Add Hierarchy |FREFERRED

Saved Lizt Mame |
Studentz
Acad Programs [ncl

| riller...

Acad Programs Excl

Academic Levels

Home Locations Incl

Home Locations Excl

Departments Incl
Departments Excl

Disizionz

Schoolz

Clazz Levelz

Advizars

b b e e bl L

Acad Level Standing |
Addrl Select Criteria [No

Controller Studentz Walue 1/1

After you have selected your student, select the SAVE ALL (several floppy disks) icon on the Tool
Bar.
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Step Four: TRAN Screen Setup Continuation-H

After you have confirmed and saved your student selection, you will arrive at this screen.

£ Datatel - coltest - 5T

File Edit Fawvorites Tools Help

I]uick.-'—‘-.u:cesslTH.-'l'-.N vl Edao | digd X& 9 B8 @

TRAM-Tranzcript Print |

heral: SETPTR.TRAM. 4221 Description:  Tranzscript Print
z.... THAM Jezcription:  Transcript Print B atch

Output De?\-'ice /:' =] E]

The only field you have to populate is line item “Output Device”. Make sure that this field has an
“H” listed. After you have entered and confirmed H as the Output Device, select the SAVE ALL
(several floppy disks) icon on the Tool Bar.

Step Five: TRAN Screen Setup Continuation-N

After you have confirmed and saved your Output Device selection (H) you will arrive at this screen.
& Datatel - coltest - ST

File Edit Favarites Tools Help

Duick.-’-‘-.u:-:esslTH.-’-‘-.N "I Elco | d;i x & ﬁ BE @

TRAM-Tranzcnpt Print |

Execute in Background mog

The only field you have to populate is line item “Execute in Background mode?” Make sure that
this field has an “N” for no listed. After you have entered and confirmed N as the answer to
“Execute in Background mode”, select the SAVE ALL (several floppy disks) icon on the Tool Bar.

After you select SAVE ALL, Colleague will begin searching for the selected student’s transcript.
This process may take a few moments. After Colleague completes the transcript search, click
Finish.

Once you have input the initial transcript printing requirements, the screens should automatically
default to the correct selections. If the student field is populated next time you use the TRAN
option, highlight the name and select your Delete or Backspace key to clear the field.

30



5 S =
 Datatel - coltest - ST e

File Edit #pps Favorites Options Help

Quickﬂcce&&lTHAN VI Edco | d0 X& 79 @ @

Transcript Print Batch x|

Started 15:51:04 bar 26 2007
Current 15:51:04

Toatal Elapsed 00:00:00
Ezt. Completion 15:51:04 Mar 26 2007
Ended 15:51:04 Mar 26 2007

Processed 1 of 1

[ Cloge automatically when complete Firizh |
1 records retiewved to lizt 0. \‘_____,/ﬂ

Oyvenariting exizting zaved list,
1 key(z] saved to 1 record(s].
1 records retrieved to list 0.

Click FIMISH to complete...Mow BROWSE the HOLD Filestow EROMWSE the HOLD Files

K| »

Step Six: View Student Transcript

Report Browser

R[N Q& &)

Page: 1l of
Date: March Z& z007
MName: Miller, Miranda BEN: 2g8- -
Eirth Date: o z 130
Is=sued to:
Miranda Miller
5 Bypass
Chapel Hill NC 275l
Curriculam:
Hrs=s Hr= Grade
Course Title Grd PRepeat ALtt Cmp 1 Points Course Dates
Fall z0O0Og
MAT-1E51+** Statistics I A a.00 2.00 lz.00 08715/06-1E713/706
SPA-111** Elementary Spanish I T 300 o._on0 0.00 08/15/706-1E713/708
Term Totals: &_00 2.00 1z.00 GPRA = 4_000
Cumnlative Totals: &._00 3.00 lz.00 GPRA = 4_000
Spring 2007
MED-1Z1 Medical Terminology I olrLs08/07-05/708,07
Term Totals: o_ono o._oo o.00 GRA = 0_000
Cumnlatiwve Totals: 600 3.00 1z.00 GPRA = 4_000
Azzociate in Arts
Program Total: Completed Cred : = GPA =
Hote:
The courses with a single asterisk are CAL courses.
The courses with double asterisks are TNC Core Hour courses.
ENI» OF TRANSCRIPT
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The TRAN screen displays a list of transcripts for the selected student in the format that Student
Records uses and lists:

*Course Name *Course Title *QGrade *Credits *Term

The transcript also lists the courses for the current semester the student is enrolled in although no
rades are listed. :
s R2oo[in 00 &%

The TRAN tool bar in the upper left hand corner of the page provides you with navigation tools to
view other transcript pages (using the arrows on either side of the page count window), as well as an
exit student transcript option (red box with a white X icon on the left hand side of the tool bar) and
printer icons on the right hand side of the tool bar to print an unofficial copy of the transcript.

Step Seven: Print Unofhcial Student Transcript for Advising Purposes

In your office, to print an unofficial copy of the student transcript, select the first printer icon on the

TRAN tool bar. :
Riool[n od sl
———

When the Printer setup box appears, make sure that your office printer is selected, that you select
Use Font, Landscape, and Print direct before selecting the OK button. The transcript will then
print to your desktop printer.

Prinkter setup

— Printer 0k,

= Diefault prinker
HF Lazerlet 1200 Series PCL be on LPTT: ance

% Specific printer

|HP Laser)et 1200 Series PCL Se on LPT1: = Bl
Drefault

P )

Help

ant Courier Mew 8 Fant... |

- " Portrait Hr = Grad:
1 5 i Uandscape Copl Point
Hze character mapping from emulation when printing
it direct [no formatting for glave printing)
Frefis: I

Step Eight: Exit TRAN

After you are finished viewing and/or printing the student’s transcript, select the exit student
transcript option (red box with a white X icon on the left hand side of the TRAN tool bar) to return
to the main menu.
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How to Access Student Schedule

Student schedules can be accessed through the Student Schedule section of Colleague. The Student
Schedule mnemonic is STSC

Step One: Access STSC Screen

& Datatel - coltest - ST

File Edit &pps Favorites Options Help

e | @ X& 9 O @

Guick Access |SHEEN

& 5T _J AL - Academic Records
r—J &b - Recruitrment /& drmission t _J AM - Recruitment/Admizsions Mamt
r-J Fl - Faculty Information _J Fl - Faculy Information
,.J RG - Reqstration _J RG - Regstration
" ¢ Favortes

To access the Student Schedule screen, type STSC in the mnemonic box (located on the Tool
Bar), and then click the GO button.

Step Two: Select Student Record (Student Look Up)

As with the Student Look Up section of the Colleague, you will need to select a student's record to
access their schedule. Please refer back to pages 10-14 to review the student record selection

process.

After you enter STSC in the mnemonics bQX and click GO, you will arrive at the Student Look

Up screen. .::;;%.'Datatel.— coltest - 5T . =
File Edit Favorites Tools Help

QuickAccesslSTSC Vl Elco | dig X & -Cj [E @

o o7 | STSC-Student Schedule |
=
-
Ly Section Location  Status Creds Stan/End Date  Term
F Student Looklp
] [
||: [ ok | Carcel Detai Firish Help |
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Step Three: Select Term

Datatel - coltest - ST I
File Edit Favorites Tools Help

Guick.ﬁ.ccesslﬁTSE vI Edco | did X& 7 0O @

STSC-Student Schedule |

Miller, Miranda L. [D: 01129, 7 SSM: giH-g4-

Chapel Hill MC 7514 Haorme: 919- 295

B
-
F
i
]
=
]

Tem LookUp
[
] I Cancel [Metal Finizh | Help

After you have selected your student, you will arrive at the Term Look Up screen. Here you will
enter the term for the semester you would like to view the student’s schedule.

The term is entered by year (ex. 2007) and first two letters of the semester (ex. SP for Spring).
For example if you were looking up a student’s schedule for the Spring 2007 semester, you would

enter 2007SP. Once you have entered the term, click OK

SP=Spring SU=Summer FA=Fall

& Datatel - colt
File Edit Favorites Tools  Help

Iluick.ﬁ.ccesslSTSE VI Edao | dad X& 9 0 @

STSC-Student Schedule |

Term:

killer, kiranda L. D: .37

Chapel Hill HC /A14 Home:

Term LookUp

| 20075

ok | Cancel Dletai Finish | Help |

| i
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/& Datatel - coltest - ST
File Edit Favorites Tools Help

I]ui-:k.-'l'-.DCESSISTSE VI Edco | d-.,a X & ﬁ [E @

STSC-Student Schedule |

Term: 200750
iller. kiranda L. ID: 01 397 g ‘
Chapel Hil HC 2751 Haome: 919-9 -2

I_ ACA-111-400 Main Campus Mew  1.0005/21/07 0B/22/07 200750
] COLL233 CLAST  02:00PM 04:20PM (FM)

N OL OMLINE CL&S TEA  TEA

COM-120-10 Mair Campus Mew  3.0005/21/07 07/31/07 200750
I_ PHIL 373 CLAS MW 01:05PM 03:05PM [FV)
I_ HLUM-115-120 Mair Campuz Mew  3.0008/21/07 0731407 200750
I_ PHIL303 CLAS TTH  10:30ak 12:30PM [F M)
I_ MAT-060-001 tain Campuz Mew  4.0003/21/07 07/31/07 200754

COLL 235 CLAS MTwTH 08:004M 08:504M (FM) <
\ COLL 235 LAB MTWTH 03:554M 09:404M N

After you have selected the Term to view for your student, you will be brought the Student
Schedule screen (STSC).

The Student Schedule screen provides the student’s schedule for the term you selected. If nothing is
listed on the screen, the student did not take classes during the selected term** Past term schedules
will not be available until the transcript conversion is completed. Use UNIX to look up previous
term schedules™*

If a student needs a copy of their current semester schedule, please refer the student to the
Registration Office, 1203 Wynn Student Services Center.

Step Four: Exit STSC

After you are finished with the Student Schedule screen, you can select the CANCEL ALL icon
on the Tool Bar to exit STSC and return to the main menu.
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How to Access and Create Student Personal

Identification Numbers (PIN)

Student Personal Identification Numbers are created by advisors and then provided to students so
they can register for the upcoming semester. Student Personal Identification Numbers (PINs) can
be created and accessed through the Personal ID Numbers section of Colleague. The Student PIN
mnemonic is PPIN

Step One: Access PPIN Screen

#* Datatel - coltest - 5T

File Edit #&pps Fawvorites Options Help

Buick.&ccesle'F'lN "I EJco | A X8 7 @ @

E-i 3T _d AL - Academic Records
F-id AM - Recruitment/Admissions Mot _J AM - Fecruitmenttdriszsions Mgmt
-J FI - Faculty Information . Fl - Faculty Intarmation
_.J RG - Reqgistration ~J BB - Registration
of'p Favorites

To access the Student PIN screen, type PPIN in the mnemonic box (located on the Tool Bar), and
then click the GO button.

Step Two: Select Student Record (Person Look Up)

After you enter PPIN in the mnemonics box and click GO, you will arrive at the Person Look Up
screen.

As with the Student Look Up section of the Colleague, you will need to select a student's record to
access their test scores. Please refer back to pages 10-14 to review the student record selection
process. The same methods of student record selection will also be used to access a student’s test
scores and EEEEETET .. o

schedule. File Edit Faworites Tools Help

QU|c:kAc:c:ess|F'F'lN 'I Elso | d.} & ‘u-'j' = @

O=2 5T PPIM-Persanal 1D Mumbers |

‘wieh User D |

AT\

PIN |

Perzon LookUp

Start Date [ I

End Date | ok | Cancel Detai Firiish Help |




After you have selected a student’s record, you will receive a warning message before the student’s
record appears. Click OK to access the student’s record.

T
T N

File Edit Favaorites Tools Help

E!uiu:k.-’-‘-.u:u:esslP‘PiN TI Edao | A X& 7 B @

-2 BF FFIM-Ferzonal 1D Numbersl

Miller, Miranda L. [D: M
Chapel Hill WC 2751 Horne:

A

“web User 1D |

afflaert

WARMIMG: Screen does not update the PIM stared on the YW'eb registy

Start Date I
End Date I

§
| =

Step Three: Create Student PIN

After you have selected a student record, you will arrive at the New PIN screen. The New PIN
screen is where you will enter a four digit personal identification number for the student you have
selected. The four digit PIN will be the student’s birth year. For example, if the student was born
on July 18, 1983 the PIN you will enter on the New PIN screen will be 1983

Far =
1 i

4 Datatel - ¢
Tools  Help

el 5
File: Edit Favorites

I]uick.ﬁ.ccesslp.'-"ll‘\l vI Elco I d-.;i X & fl'j [E @'

Eldss 5T PPIM-Ferzanal I Numl:uersl
i
i
E! o Miller, Miranda L. Io: 11
Chapel Hill WC 2751 Home: 9
5
i Wwieb User D |
: 1
50 B
i FIN |
Ly Mew PIR
StartDate[ ||
EndDate |~ Cancel Dt Firish | Help |



As you type the PIN in the New PIN box, you will only see asterisks. When you are finished typing
in the four digit PIN, click OK.

| ] 4 l{ Cancel I [etal Firizh Help
|

You will be asked to reenter the PIN for confirmation. Type the PIN again in the box and click
OK.

Fie-enter PIM for Confirmation

Ixxx)-1
oK A7 Cancel | Detail | Fiish | Help |

Y

The student PIN vou create will not be visible on any Colleague screens. If the “New PIN” and
“Re-enter PIN for Confirmation” screens do not match, you will begin again with the “New PIN”
screen.

Step Four: Set PIN Activation Dates

After you have created and confirmed the four digit PIN for your student, you will need to set the

PIN activation dates.
& Datatel - coltest - 5T

File Edit Favarites Taools Help

I]uiu:k.-’-‘-.u:u:essIP'F'lN "I Edao | d*& X &, ﬁ' [ @

PPIM-Perzonal ID Numbers I

Miller, Miranda L. [D: 01" 35 SSM: Hitd-Hi-
Chapel Hill HC 2751 Home: 3 T

Web Uszer 1D |

PN [

Start Date [ 07/03/07

End Date [@]
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The Start Date will automatically default to today’s date. You must set the Start Date as the first
day that student’s can register. Be sure to check the registration dates every semester since the
first date of registration must be listed correctly in the Start Date field.

The End Date needs to be populated with the last date that students will be able to register. Be sure
to check the registration dates every semester since the last date of registration must be listed
correctly in the End Date field.
& Datatel - coltest - ST ‘*‘
File Edit Favarites Taools Help

Duick.-’-‘-.-:u:esle'F'lN vI Eldao | ;l-.;] x| ﬁ B @

PFIM-Perzonal ID Mumbers |

Miller, Miranda L.
Chapel HIl HC 2751

Web Uszer 1D |

PN [

Start Date [ 07/03/07
End Date [08/06/07 [

After the Start Date and End Date have been entered, the student’s record will need to be saved
and updated. To save the changes made in the student record click the SAVE ALL icon (several
floppy disks icon to the right of the GO button, located on the Tool Bar). After you click the
SAVE ALL icon, you will return to the main menu.
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How to Access Your Assigned Advisee Listing

Assigned Advisee Listings can be accessed through two different screens in Colleague, one that
allows you view your assigned advisee listing (Faculty Advisees) and one that allows you to view
and print your assigned advisee listing (Advisees by Advisor Report). The Assigned Advisee
Listing mnemonics are FADV and XAAR.

Step One: Access FADV Screen

/& Datatel - coltest - 5T

File Edit Apps Favaorites Options  Help

DuickAccesleﬂD\-" ""I DGD}\| Hm o ‘Ia B @

5+ 5T AL - Academic Records
F-d M - Recruitment/tdmiss) Yot 3 AM - Recruitment/Admissions Mamt
,---I Fl - Faculty Information _ Fl - Faculty Infarmation

,.J R - Regigtration 4 R - Registration

e Favorites

To access the Faculty Advisees screen, type FADV in the mnemonic box (located on the Tool
Bar), and then click the GO button.

Step Two: Enter Your Name (Faculty Look Up)

After you enter FADV in the mnemonics box and click GO, you will arrive at the Faculty Look
Up Screen. With Colleague you will not need an advisor code to access your assigned advisee
listing as you did with UNIX. Similar to the Student Look Up, you will need to enter your name in
the Faculty Look Up to pull up your list of assigned advisees.

A Datatel - coltest - 5T

File Edit Faworites Tools Help

QuickAccessIFﬁD‘v" 'I Edco | o g = ﬁ [E @

FaDv-Faculty Sdvizsees I

Advising A Student Grad
Advizees End D ate Tupe Progran Date
= I | | | -
||: Faculty LockUp
L ok | Cancel | Detsil | Firish | Help |

Epi LR




Step Three: View Faculty Advisees Listing

‘& Datatel - coltest - ST

File Edit Faworites Tools Help

Duick.-'—‘«ccesle.i‘«D'k-" "I Edso | HQ R ﬁ [ @

FADY-Faculty ddvisees | Student Program lists the
Program of Study code for
the certificate, diploma, or
degree the student is

Cumbie, Perm C. .
e Advisor Name

Diurhiam

admitted to
Advizing By Student

Advizees End Date  Type Program
1 F) [acse Al Dan  — PROG  [A10100
2' (] N, Alsl n.Don A\
3! ) o] [ Gibb . Const \
A O] Hamilt
=B Advisee : PROG should be listed for
- olleague ID # all advisees, it means they
|- T are Program Student.
N s
A0 IF

Step Four: Exit FADV

After you are finished with the Faculty Advisees screen, you can select the CANCEL ALL icon on
the Tool Bar to exit the Faculty Advisees section and return to the main menu.

Adwvisee Listing View & Print Option

Step One: Access XAAR Screen

f!_" Datatel - coltest - ST
File Edit #Apps Favaorites Ophions  Help

ﬂuickﬂccesslxﬁ.ﬁ.ﬂ "II\EGD | A X& 9 0 @

- (5T Z\; _J AL - Academic Records
----..J A - Recruitment/A_.zsions Mgmt _J AM - BecruitmentAdmiszions Mgt
.---iI LE - Communications Management _d CC-Communications Management
...-i CU - Curriculum Management _J CU - Curriculum Managerment
----..J DM - Person Demographics _J DM - Person Demographics
---'i FO - Farms Processing _a FO - Forms Processing
_...i FI - Faculty | nformation . FI - Faculty Infarmation
M3 DR Demiake sk A DR Deminkeakiaes

To access the Advisees by Advisor report, type XAAR in the mnemonic box (located on the Tool
Bar), and then click the GO button.
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Step Two: XAAR Screen Setup

After you enter XAAR in the mnemonics box and click GO, you will arrive at the Advisees by
Advisor Report screen. At the top of the page the Print SSN field should have No listed. In the
middle of the page there is an Advisors field. You will need to enter your name (or Colleague ID
number) in the Advisors field to select your list of assigned advisees.
# Datatel - coltest - ST
File Edit Fawvorites Tools Help

Quick.ﬁ.ccesslxﬁ.ﬁﬂ vI Edaco | d a9 X & ch [ @

ot R -Advisess by Advizor Report | /\ i
Print S5M |Mo J,FThe default printed iz the Student [D]
Saved Liz
Beqgin End
Advising Dates | [ | [
Terms 1 d
Advisors 1 |[0081245 T Japnes \jl\\j,
Studentz 1 || |
2 =
Acad Programsz 1 || j
2 =
Additional Selection Criteria IN:::

Once No is listed in the Print SSN field and your name is listed in the Advisors field, select the
SAVE ALL (several floppy disks) icon on the Tool Bar.

Step Three: XAAR Screen Setup Continued-H

After you have confirmed and saved your advisor selection, you will arrive at this screen.

£ Datatel - coltest - 5T

File Edit Favorites Tools Help

Quick.ﬁ.ccesslxﬁ.ﬁﬂ VI Edco | digd X& 7 & @

wAAR-Advizees by Advizor Report  #AAR-Advizess by Advizor Report |

Drezcription:

[ :riranrT

Form Mame
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The only field you have to populate is line item “Output Device”. Make sure that this field has an
“H” listed. After you have entered and confirmed H as the Output Device, select the SAVE ALL
(several floppy disks) icon on the Tool Bar.

Step Four: XAAR Screen Setup Continuation-N

After you have confirmed and saved your Output Device selection (H) you will arrive at this screen.

# Datatel - coltest - ST

File Edit Fawvorites Tools Help

uuickﬁ.ccesslxﬁ.ﬁ.ﬂ "I Edao | dad X8« 9 OB @

s iF-Advizees by Advisor Report  #AAR-Advizess by Advisor Report |

Execute in Backaround m

B ackground Execution Type |

IJ

The only field you have to populate is line item “Execute in Background mode?” Make sure that
this field has an “N” for no listed. After you have entered and confirmed N as the answer to
“Execute in Background mode”, select the SAVE ALL (several floppy disks) icon on the Tool Bar.

After you select SAVE ALL, Colleague will begin searching for the selected advisors assigned
advisees. This process may take a few moments. After Colleague completes the advisee search,
click Finish.

,{' Advisees by Advisor Report x|

Started
[Current

Tatal Elapzed
Est. Completion
Ended

Frocezzed 0 aof O
|

|
[" Cloge automatically when complete Finigh |

=

B records zelected to list 0.

Click FIMNISH to complete...

4 o
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Step Five: View Assigned Advisee Listing

# Report Browser == x|

Rioolm cod 5|

May 04 2007 Durham Technical Community College Page: 1 =
10- 54 Adwisees by Adwisor Reports
Adwisor Mame: Jaynes,
Arcad Cum Cr Cur Term Cur Term Last
SEM/ID Student Name Home Phone Program= Hrs Cmpl Cr Hr=s Cont Hrs Term
0081298  Augustine, Pemelope azsiza 400 3.0  4.00 z006FA
Ol&363E Curry, Octawvia 913-g39-E5F00 AFEL1Z0 &._00 2.00 4_ 00 ZO007s0
AzElz0
Ole9Ea3 Troll, Irwin 919-EEE-1E1% AEEL1ED L.oo 2.00 1100 200780
o0s5447 Washington, Harry S915-4L5-7350 L.00 l.00 l.00 Z00730

The XAAR screen displays a list of your assigned advisees and lists:

*Advisee Name *Colleague ID Number *Phone Number *Academic Program
*Credit Hours Completed *Last Term Attended

Reool[nm 00s 5|

The XAAR tool bar in the upper left hand corner of the page provides you with navigation tools to
view other advisee listing pages (using the arrows on either side of the page count window), as well
as an exit advisee listing option (red box with a white X icon on the left hand side of the tool bar)
and printer icons on the right hand side of the tool bar to print a copy of your advisee listing.

Step Six: Print Your Assigned Advisee Listing

In your office, to print copy of your assigned advisee listing, select the first printer icon on the

XAAR tool bar.
REoo[n odss|
——

When the Printer setup box appears, make sure that your office printer is selected, that you select
Use Font, Landscape (you can use Portrait if that is your preference), and Print direct before
selecting the OK button. The transcript will then print to your desktop printer.
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Prinkter setup

— Printer 0k,
= Diefault prinker
HF Lazerlet 1200 Series PCL be on LPTT: ance

% Specific printer

|HP Laser)et 1200 Series PCL Se on LPT1: = Bl
Drefault

P )

Help

ant Courier Mew 8 Fant... |

Orizfitation
- " Portrait Hr = Grad:
& |'andscape Cnpl Point

Hee character mapping from emulation when printing

it direct [no formatting for glave printing)

Step Eight: Exit XAAR

After you are finished viewing and/or printing your assigned advisee listing, select the exit assigned
advisee listing option (red box with a white X icon on the left hand side of the XAAR tool bar) to

return to the main menu.
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How to Access Course Status & Seat Availability

The course status (opened or closed) and seat availability (total number of seat availability for the
course and remaining open seats) are found in the section of
Colleague. The mnemonic for the Registration Activity Monitor is

Step One: Access RGAM Screen

# Datatel - coltest - ST
File Edit Apps Favorites Options Help

Guickﬁ.:cesleﬁG.ﬁ.M TI Edao | dia X & ‘Tj B @

SR l\;ﬂ _J AC - Academic Record:

----,.J AM - Recruitment/Ad nz kamt _J AM - Recruitment/Admiszions Mamt
I {4 CC - Communications banagement . CC - Communications banagement

_.J CU - Curriculurn Management . CU - Curriculurn b anagement

—-J DM - Persan Demagraphics _J DM - Person Demographics

~—J FO - Forms Processing _J FO - Farme Processing

_.J FI - Faculty Infarmation . Fl - Faculy Information

To access the Faculty Advisees screen, type in the mnemonic box (located on the Tool

Bar), and then click the GO button.

Step Two: Enter Reg Controls Look Up

After you enter in the mnemonics box and click GO, you will arrive at the
You will need to enter ADVISORS in the to access
the course status and seat availability for a specific course.

# Datatel - coltest - 5T 2

File Edit Faworites Tools Help

Quick Access[FEAN -] B0 | i@ X & F @O @

R GAM-Registration Activity banitar I

o
e

Lookup Criteria Used:

AT AN S

Courze Section/Title Term Stat [GlICap Used Aail W ik Pt
IICAn | lsed Augail ait Pct
A -
Fieg Controls LookUp I
2
_______ i 2] |ADVISORS o
el | [ ok | Cancel | Detai | Finish Help | |
A | | |
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Step Three: Enter Course Section Look Up

After you enter ADVISORS in the Reg Controls Look Up box and select OK, you will arrive at

the You will need to enter year, semester, course prefix, and
course number to access the course status and seat availability for a specific
course.

Similar to student schedule, you will need to enter the year (ex. 2007), semester (ex. FA for Fall),
the course prefix (ex. ENG), the course number (ex. 111) and the course section number (ex.
101) to view a specific course status and seat availability. You can also just enter all the search
criteria except for the section number to see all sections of a specific class (ENG 111). After you
have entered in your search information, select OK.

# Datatel - coltest - ST :
File Edit Faworites Tools Help

QuickAccessIHG.ﬁ.M vl Elso ‘ dhd X& 7 E @

B 51 RGAM-R egistration Activity Monitor |

-

3 Lookup Criteria Used:

...J Courze SectiondTitle Term Stat [GICap Uzed Avail it Pt

____1 [LICap  Uszed Sovail adait Pt

da || 2 B |

= 5 Course Sections LookUp — F

b 2007F4 ENG 111 i
el TS Cancel | Detall | Firish | Hep | — ||_,
L I I | | I | |

47



Step Four: View Course Status and Seat Availability

& Datatel - coltest - ST

File Edit Favaorites Tools Help

Course Prefix, [/78M =] Bl B xXx® T O @

Number, iztration Activity Maonitar |
Section

Number, and Number of
Title up Criteria Used: SECTION.INDEX “2007FA*ENG111 Remaining
Seats
available

Courze Section/Title Term Chat [GICap Used  Awal | in the class

[LICap  Used Byeail ——rr

IENG-111-1D1;E3pusitw [z007F& [ Open 0 4
(]

15 n /15 0

-111- wpoziton Wiking pER umber o

2 JENG-111-102/E ibory WAt 2007F 2, 1] N b f
JE 2 23 Seats

3 [[ENG11-103/E xpository Witing [z007F& [ Open ﬁ@? already

Total 5 | registered
_ 4 [[ENGATT-104/E spository Witing WF Nunszr or B for
S
5 [[ENGATI-105/E spoysitancbfiins Gaggs . [open || Seats 0
Term and —| available gz g [ o
_6 [ENGT1-06/Epq Course Status o7& [Open | |  for the 0
(Open or i class 15 o [0
_7 JENGIT1-107/E spo Closed) 07F4 [ Open 0
15 0 15 o\ o~
il
Use Scroll Bar
to see additional
sections
Step Iive: Exit RGAM
After you are finished with the screen, you can select the CANCEL
ALL icon on the Tool Bar to exit the section and return to the main

menu.
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How to Access a Course Roster

Course rosters are located in the Academic Roster Inquiry section of Colleague. The course roster
mnemonic is RSTR.

Step One: Access RSTR Screen

:Fi!!l-.'Datal:El - coltest - 5T

File Edit Apps Favorites Options Help

uuick.ﬂ.ccesslHSTH YI Elao | A x& 7 0O @

E-it 3T _J AL - Academic Recaords
—-" AM - Recruitment/&dmissions _d AM - Recuitment/&dmissions Mgt
----_-J FI - Faculty Infarmation _J Fl - Faculty Information
_.J RG - Registration ~J RG - Registration
” Ly Favorites

To access the Academic Roster Inquiry screen, type RSTR in the mnemonic box (located on the
Tool Bar), and then click the GO button.

Step Two: Course Section Look Up

After you enter RSTR in the mnemonics box and click GO, you will arrive at the Course Section
Look Up screen.

Similar to student schedule, you will need to enter the year (ex. 2007), semester (ex. SU for
Summer), the course prefix (ex. ENG), then course number (ex. 111), and the course section
number (ex. 101). If you only enter the year and semester, and the course prefix, (ex. 2007SU
ENG) you will have to select from a hiﬁ of all English courses offered during the specified

& Datatel - coltest - ST il
semester, Sl Sk il -
File Edit Faworites Tools Help

QuickAccesslHSTH "I (= [ | = = ‘E? B @

ElaiST RS TR-&cademic Raster Inguin I
r-J Course  Tem Pags/
’__J Student Statuz Statuz Audit Repeat Credits CEUz
| A — r
k) :
2
—I Course Section Lookp —_—
3
A [
i‘ U k. Cancel | [retail Finizh Help OR—
_E] =
7 4
: F
5 3
10 IF)
11 E]
12 E]
13 I
14 ) =




# Datatel - coltest - 5T
File Edit Faworites Tools Help

QuickAccess[F5TH . - Beo | AHid X & F @ @

RS TR-Academic Rogter Inguin |

Courze Term Pazzd
Student Status Status Audit Repeat Creditz CEUs
! B =
2 )
5 Courge Section LookUp
4 | 20075U ENG 111
: 0k I Cancel [t Finish Help
7 )
: 8
3 il
0 )
il )
12 IF)

After you enter in your course selection criteria, click OK

Just as you did when selecting a student’s record (SPRO), you will have to select and confirm the
class roster you are interested in viewing.

Option # 1-Point & Click

First you can left click the white box to the left of the student's name. A check mark will appear
confirming that this is the record that you have selected. After you have made your selection, you
will need to SAVE your selection. Click the SAVE icon on the Tool Bar or there is a second
SAVE icon at the bottom right hand corner of the screen. After clicking SAVE, you will be
directly linked to the student's record.

Option # 2-Keyboard

You can also select and confirm the student's record by entering the line item number before the
student's name in the white box at the bottom of the page. After you have entered the line item
number, select the Enter key and you will be directly linked to the student's record.

The selection process also allows you to view the names of the instructors teaching the course.
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# Datatel - coltest - ST

R

File Edit Fawaorites Tools Help Save Icon

Quick Access [RSTA B | A xX& 9 O @

RSTR-&cademic Roster lnguiry HSTH'ﬂCEdEﬁtET Inguiry I

\ \
I:Durse\ \:inns Besolution

using COURSE. SECTIONS, View: COURSE.SECTIONS

_I Seq: Course Sect  Term Course Title Location

Instructor Status Start Date

Meeting Schedules

EMNG 111 1z4 EZ005FA Expository Writing Main Campus
9
Instructor’s Active 08/15/06
Name 05715706 12,/15/06 PHIL 357 CLAS MW 07:30FM 03: 45PM
p 20N\ ENZ 111 170 Z005FA Expository Writing Main Campus=s
Q_K. Cant.well_):) Active 08715706
05715706 12s/15/06 PHIL 352 CLAS S 0S:00&M 10: S0AM
\Zl: ENG 111 171 Z005FA Expository Writing Main Campus |
Active 02/15/06
05715706 127/15/06 PHIL 357 CLAS = 11:00&M 0O1:50PM

Line Item
Number

Controller LoockUp Resolution
Heqg MNumber, (Fillag, (SlortsSelect:

<
E3

5]

Save Icon

/& Datatel - coltest - 5T
Filz Edit Fawvorites Toaols Help

Quick.-’-‘n.c:c:esle!STF! VI Elco | = ;‘i = K ﬁ (5| @

RSTR-Academic Foster Inguirg I

i

400
Course Term Paszs/
Student Status Status Audit Fepeat Credits CEL=

1 _||0084591 Allen, Danyece S. E] N T 1.00 i
2 || 0163688 Curry, Octavia L. El M T 1.00

2 )| 0154226 Harder-Smith, Stephani E] I T 1.00

4 ||01697E8 Jenkins, Marmy E] ] T 1.00

5 ||0081477 Jones, Patricia C. E] M B 1.00

E || 0163759 Manning, D onna K. E] I T 1.00

7 10163557 Militello, Diylan A. E] K T 1.00

2 || 0113377 Miller, Miranda L. E] [ T 1.00

3 || 1153726 Millhallin, Michael G. E] [ T 1.00

10 |[ 0165734 Millz, Allen P. E] [ T iy 1.00

11 | 0169302 Pagaioli, Loy R. E] M T 1.00

12 || 0169762 Sanders, Samantha J. @ M T 1.00

12 )| 0169533 Trall, Insin B N B 1.00

14 || 0085447 “Washingtan, Harry D E] M T 1.00 ;I
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The RSTR screen displays a list of all students enrolled in the selected course section with their
Colleague IDs and information about:

U Course Status

U Term Status

U Whether the student is taking the course pass/fail or audit

U Whether the student is repeating the course

U How many credits or CEUs the student will earn upon completing the course

**Note** Only one Colleague user can access a roster at a time.

Step Four: Exit RSTR

After you are finished with the Academic Roster Inquiry screen, you can select the CANCEL
ALL icon to exit RSTR and return to the main menu.
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How to Log Out

When you are finished using Colleague you will need to exit Datatel. To log out, select File on the
Menu Bar. Select Exit from the File Menu and you will be logged out.

& Datatel - coltest - 5T

File Edit #Apps Favorites Opkions Help

i 0w | A Xx® 9 0O @
;ZF:ES;:LU: . L AL - Academic Records
A ecruitment/Admizsions b omt [ AM - Recruitment ddmizzions Mgt
ommunications M anagement [_d CC - Communications Management
[F-2d  CU - Curriculurn M anagement . CU - Curriculum banagement
[F-d DM - Perzon Demographics [_d DM - Person Demographics
-2 FO - Forms Processing 4 FO - Farmz Processing
[#-2d  FI - Faculty Information L Fl - Faculty Information
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Mnemonic Quick Reference Sheet

Z__..l. Datatel - coltesk - 5T

File Edit #Apps Favorites Options Help

Duick.ﬁ.ccessl TI Edao | d-..;] x & ﬁ [E @

SPRO- student data (including program, advisor, phone number, and address)
PCIN-Student data (phone number and email address only)

"T'SUM-Student test scores (including ASSET, COMPASS, SAT & ACT, Advanced Math
Placement, and Computer Competency scores)

T'RCIL-Student transcript (view only)

TRAN-Student transcript (Student Records view, view and print option)
ST SC-Student schedule

PPIN- Student PIN numbers

FADV-Assigned Advisee Listing

XAAR—Assigned Advisee Listing (Print option)

RGAM- View Course Status and Seat Availability

RSTR-Course Roster
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