Print an MS Review or a Class Enrollment Report

The MS Review is the Excel report that you use to review all of the classes that
you have scheduled for the specified term. The Class Enroliment Report gives
you the enrollment statistics for your classes in the specified term.

Navigation:

SBU > SBU Student Records > Report > SU Scheduling Reports

SU Scheduling Reportis)
Emter any information you have and click Search, Leave fields blank for a list of all values,

I." Find an Existing Value | Add a Maw Value |

Search by: Run Contral ID begins with

[ Case Sensitive

Search advancad Search

Search Results
| 1ot [¥

Run Control ID L anguaie Code

parepors Englizh

Find an Existing ¥alue | Add a New Yalue

If you already
have a Run
Control ID click
Search and then
choose the Run
Control ID from
the list (as shown
in this example).

If you do not have a Run Control ID click the Add a New Value tab and add the

new Run Control ID (we suggest that you call it “psreports”).
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This will bring you to the Scheduling Reports page.

[ Scheduling Reports | Repons Oplions |
Run Control ID:  psrepons Report Manager Process Monilor Run
Report Type
* MSReview " Enrollment i Publication
Academic Institution: Im Q SLIMY at Story Brook
“Term: [io7s @ Fall 2007
Academic Organization Mode: I—
Subject Area: W aQ, Women's Studies
Session: | ;I
*Schedule Print: fes =
*Print Instructor in Schedule: Yes x
Academic Career: [ = e R
™ Inactive I Tentative
Campus: [ &
Location Code; I—D\ Class Component Selection
B Save | LA Return to Search ]

Enter the parameters for your report:
1. Select the Report Type — MSReview or Enrollment.
2. Enter the Term.
3. Select one of the following:

e Academic Organization Node if you want the report for all classes in
your department.

ﬂ If you do not know the Academic Organization node for your
department click the Lookup button to look it up.

e Subject Area if you want the report for only classes in a particular
Subject Area.

IMPORTANT! If you have a value in the Academic Organization Node
field the Subject Area field will gray out and vise versa. That's because
only one of these fields is required, not both. If you want to make the
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grayed out field active you must delete the value in the other field and
then press your TAB key.

Select the Academic Career or leave this field blank and your report will
include classes for all Academic Careers.

5. If you want the report to include classes for a specific Campus (or
Distance Learning) select the Campus and Location Code. Otherwise,

leave this field blank.

6. If you want only specific components, click the Class Component
Selection link , enter each class component and then click OK. If you do
not do this the report will include all components.

7. Select the Class Status for the classes that you want to include in your
report (Active, Inactive, Cancelled and Tentative).

8. Go to the next tab — Report Options — and select the fields that you
would like included on your report.

Run Control ID:  psreports

Report Options
 Print Class Nbr
¥ Print Course Title

I Print Location

I Primt Auto Enroll 4

[ Print Auto Enroll 2

™ erint Associated Class
I Print Class Notes

W Print Prerequisites

[ Print Class Status

[ Scheduling Reporis ¥ Reports Options )

D

[ Print Course Description
™ Print Requirement Designation

EeporfiManager Process Monitor

run |

[ Print Reserve Capacity Data
I~ Print Sections Combined Info
[ Print Waitlist Capacities

¥ Print Instructor

™ Print Units I™ Print Complete Instr Info
[ Print Session Code [ Print Enrollment Data
r Print Campus r Print Requested Room Capacity

¥ Print Facility Information
I Print Academic Group
[ Print Consent

™ Print Course Attributes
™ Print Ownership

9. Click the Run button. Your request is sent to be processed on the server.
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To retrieve your report:

( Scheduling Repods Y Reports Options

Run Control ID:

psreports

Report Manager

Frocess Monitar Run I

Reporl Oplions
F Print Class Nbr
¥ Print Course Title
[ Print Course Description
[ Print Requirement Designation
I Print Units
[ Print Session Code
I~ Primt Campus
[ Print Location
I~ Print Auto Enroil 1
[ Print Auto Enroll 2
[~ Print Associated Class
I” Print Class Notes
¥ Print Prerequisites
™ Print Class Status

Click the Report

Manager link to go
to the Report List

page.

[~ Print Reserve C2
™ Print Sections Col
[ Print Waitlist Cap
I Print Instructor
™ Primt Complete In
™ Print Enrollment Data
I™ Print Requested Room Capacity
R Print Facility Information

I™ Print Academic Group

[~ Print Consent

[~ Print Course Attributes

[ Print Owmership

Your report will only be listed in the Report List once the process has run

successfully on the server.

Keep clicking the
Refresh button to
refresh the page
status

[ mdministration Y\ Archives

User I0: SROPTSC Lasl |_1 Das Refresh K
Status: I Folder: I Instance: | to: |
Report List Custamiza | Find | Wiew &
5 Report Prcs o " ;
elect Description Reguest Date Time Format Status Details
—— ] Instance —
I : 11mzizoo? Comma delimited :
Acheduling Bepors
4681 2522816 ling Fepar 4737 34PN o c5%) FPosted Delails
f 11022007 Comma delimited
scheduling Kepors - Details
4679 2522824 Scheduling Reports 1-24-21PM " csv) Posied Details
ﬂSeIE-c1 All I Desalect Al

ﬂlcnckthe delete button to delete the selected report(s) When the status displays

“Posted” click the Details
link to retrieve your report

k

Go backto SU Scheduling Report(s)
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Report Detail

Report I0: 4679 Process Instance: 2522824 Message Log

Name: guU_SR012 Process Type: SaR Report
Run Status: Success

Scheduling Reports

Distribation Node:  psnsrepost Expiration Date: T1/arzoor
Name File Size {bytes) Datetime Created
CLSSCHED CSY 33,450 110272007 4:2510.000000FKM EDT
SQR SU SRO12 2522824 log 1,765 1100272007 £,2510.000000PM EDT
suU sr012 2527824 out 24 341 11/0272007 4:2510.000000PK EDT
Distribute To
Distribuion ID Type Distritvition I
User SRODPTECH

Click the .csv file (MSReview Report) or the .pdf file (Class Enroliment Report) to
open the report.

Note: If you don’t see a .csv or .pdf file then the process ran but did not produce
any output for a report. Go back and check the parameters entered on the

Scheduling Reports page to make sure they are correct then run your report
again.
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The MS Review is in csv format and can saved in Excel.

File Download [ ]

Do you wanl o open or save this file?

At this dialog box click
'iij Name: CLSSCHED. xIs Save. You can open the file

Typpe: Microsoft Excel Worksheet later in Excel.
Fiome  psns.co. shonybe ook.edu

Open Save

[ Alwayz azk before opening this type of file

3 ‘While fles from the Intesret can be wuzeful, some files can potentially
g harm waur computer, |F you do nat bust the sowrce, do not opet o
save this e, YWhal's the risk?

After saving, cancel out of the next window.
Click Go back to SU Scheduling Reports to return to that page.

The Enrollment Report is in pdf format and can be printed using Adobe Acrobat.

Esaveacup‘ et (@ @ search || 1 7 Review & comment -+ & sign ~
G| Isedee - @R - D OO]e v - e ®
= o
~
05/27/2004 Course Enroliment Report Pagel  of 14
Subj CRS Course Title Sctm Sessn  Stat Enrl Cap CurE. W.Cap WL. Enrl

CSE 101 Intro to Computers & Info Tech
01

[N Lavers “_Sionaturss " Bookmarks
L

B N 50 30 20 0

Lot B E 30 17 10 0

L2 B E 30 13 10 0
60 (30) 30 20 (20)

Click the Close button (X) in the upper right corner of the Adobe window to close
it.

Cancel out of the next window.

Click Go back to SU Scheduling Reports to return to that page.
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