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Course ContentCourse Content

• Introduction
•Unit 1- Student File vs. Student Master Data
•Unit 2 – Student File
•Unit 3- Student Master Data
•Unit 4 – Student Administration Portal
•Course Summary
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Learning ObjectivesLearning Objectives
This course primarily covers tasks handled in the IRIS R/3 

production environment and upon completing this 
course, you will be able to:

Understand the difference between Student File and 
Student Master Data
Create/activate/inactivate holds
View progression results
Create/change student addresses
Create/change advisor
Create related person
View student records via myUK Portal
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Prerequisites and RolesPrerequisites and Roles

•Prerequisites
UK_100 IRIS Awareness & Navigation
CM_200 Student Lifecycle Management Overview

•Roles
Student Lifecycle Management End Users
Admission/Registrar Office
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Student RecordsStudent Records
• In order to access student records, you need:

To complete the CM_AD_310 Student Records course and 
pass the assessment
To be designated as a person with the responsibility to 
view, create, and change student records
To sign a Statement of Responsibility (SOR) form located 
at http://www.uky.edu/IRIS

If you have signed your SOR in the past, you do not need to 
sign it again

• If you do not have access, please work with your college 
contact to get this access assigned

The college contact list is located at 
http://www.uky.edu/IRIS/CM/cm-group.html
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Student RecordsStudent Records

• Student records may be accessed using either IRIS R/3 or 
myUK Student Administration Portal

• Examples include:

myUK Student 
Administration Portal IRIS R/3 

Inactivate Advisor holds only Activate/inactivate all holds
Change addresses Create/change addresses
View/print student schedule Create/change advisors
View/print class rolls View external transcripts/tests
View/print unofficial 
transcripts

View/create/change program of 
study, majors, minors, etc.

Book students View progression results
Grade students View requirement catalogs
Override course restrictions View/create/change status
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Unit 1Unit 1

Student File vs. 
Student Master Data
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Unit 1Unit 1-- Student File vs. Student Master DataStudent File vs. Student Master Data

• Accessing PIQST00

• Student File vs. Student Master Data

• Searching for a Student

• FERPA Warning

• Navigation Between Student File and Student Master Data
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PIQST00PIQST00
• In production, use one of the following methods to access 

PIQST00 which contains both Student File and Student Master 
Data records

Enter PIQST00 in the command 
field and press Enter

Add PIQST00 to your favorites 
(preferred by most users)

Use the menu path, Student 
Lifecycle Management PIQST00 
Student File
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Student File vs Student Master DataStudent File vs Student Master Data

Student File The Student File screen provides 
information about the student’s 
relationship with the University, 
such as admission, registration, 
module appraisals (grades), etc.

Student Master Data The Student Master Data screen 
provides information about the 
student, such as personal data, 
addresses, visa/residence data, 
etc.
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Student FileStudent File

Tabs available on 
the Student File 
screen
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Student Master DataStudent Master Data

Tabs available on 
the Student Master 
Data screen
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PIQST00PIQST00

Hide the Object 
Manager by clicking 
on Hide Object 
Manager under the 
Settings menu 

•When you first access PIQST00, the screen will display 
with the Object Manager showing

•Using the Object Manager to search for a student can 
be very slow, so it is recommended to hide the Object 
Manager
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Searching for a StudentSearching for a Student

• There are three ways to search for 
a student on PIQST00

Type the last name of the 
student into the Student 
Number field

Enter a partial name by using 
the * asterisk as a wild card 
search:

*Pitt*

Click on the Possible Entries
icon to the right side of the 
student number field to open a 
search box
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FERPA WarningFERPA Warning
• When you open a student’s records, a pop up window 

containing the FERPA warning will appear if the student has 
placed a privacy flag on the records

• To move past the warning, click on the Continue icon

• For more information on FERPA and how it affects student 
records, refer to your CM_200 course material or check with 
your Dean’s office
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Student File Student File Student Master DataStudent Master Data
• When you initially open the PIQST00 transaction, the Student 

File screen will display

• For basic information regarding these screens, refer to your 
CM_200 course material
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Student File Student File Student Master DataStudent Master Data

•To go from Student File to Student Master Data, click on 
the Display icon
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Student Master Data Student Master Data Student FileStudent File

•To go from Student Master Data to Student File, click on 
the Back icon
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Unit 2Unit 2

Student File
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Unit 2Unit 2-- Student FileStudent File

• Majors/Minors/Options

• Registration & Program of Study

• Requirement Catalogs

• Program Type Progression & Progression Results

• Holds

• Status

• Advisor(s)

• Degree Application

• Student Notes
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Remember the Key Date field!Remember the Key Date field!

•The Key Date is the date as of which IRIS displays, 
processes, or creates student data

The Key Date determines what data you see for a student
If you use the current date, IRIS will show you what is 
current for the student
You can enter a date directly into the Key Date field

•Refer to CM_200 course material to review how to 
change the Key Date
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HoldsHolds

•The Holds tab is the default tab on the Student File

• It allows you to view, activate, or inactivate holds
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HoldsHolds

•The Status indicator lets you know if the hold is active 
(green square) or inactive (gray diamond)
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HoldsHolds

•To view Hold contact 
information, click on the 
Select icon to the left of 
the hold

•Click the Display icon to 
open the hold record

•Students can see information regarding their holds in 
the myUK Portal
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HoldsHolds
•The Maintain Holds window will appear

•To see contact information to remove the hold, click on 
the Contact Address button  
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HoldsHolds

•The Contact Address window will appear with contact 
information for the selected hold

•Click on the Continue to return to the previous screen



CM_AD_310 Student Records v12

CM_AD_310 Student Records v12 27

Holds Holds -- CreateCreate

•To place a new hold on a 
student record, click on the 
Create icon located on the 
Holds tab

•The Maintain Holds
screen will appear
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Holds Holds -- CreateCreate

•Click on the Possible 
Entries icon in the Hold
field to view the list of 
eligible Hold types

•Double-click on the 
appropriate Hold

You can sort the hold 
type list by clicking on 
the Hold Type 
(description) column 
heading
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Holds Holds -- CreateCreate

•The current date will 
default as the Start 
date, but may be 
changed as needed

•Click on the Save
icon
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Holds Holds -- DeactivateDeactivate
•Use the myUK Portal to deactivate Advisor Holds

See the CM_WP_310 Advising course at 
http://myhelp.uky.edu/rwd/HTML/CM/CM_WP_310.html

•To deactivate other holds:
Click on the Select icon to the left of the hold you want to 
deactivate

Click on the Active > Inactive icon
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Holds Holds -- DeactivateDeactivate

•The current date 
will default as the 
Start date, but 
may be changed 
as needed

•Click on the Save
icon
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Majors/Minors/OptionsMajors/Minors/Options

•Majors, Minors, Options, Specialties, and Sub-
specialties may be viewed on the 
Majors/Minors/Options tab
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Majors/Minors/OptionsMajors/Minors/Options
•The Key Date is very important on this tab

If you know a major exists, but you cannot see it, it may 
be due to the major having a later date than the one in 
the Key Date field

Delete the Key Date and press Enter
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Majors/Minors/OptionsMajors/Minors/Options
• Each Program of Study must have a major

• There should only be one Priority 1 major unless…

The majors are effective at different time periods (no 
overlap)
The majors are in different programs of study, even if the 
time periods overlap

•To see a history of changes in a student’s major within
a particular program, make sure the program is 
displaying in the Program field

You may need to change or delete the Key Date
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RegistrationRegistration

•The Registration tab will be populated automatically 
by the admission process, and for each continuous 
semester in which the student is enrolled
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RegistrationRegistration

•Registrations may have various statuses
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RegistrationRegistration

Change of Program
Move student from one Program of Study to 
another when the major belongs to a different 
degree (i.e., change from BA-AS to a BBA-BE)
Suspend from College and move to another 
Program of Study

Information regarding changing program and 
majors is provided in the CM_AD_340 Program 
of Study and Majors course

•Several registration processes are recorded on this tab
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RegistrationRegistration
Leave of Absence – Registrar’s Office

Student withdraws after classes begin 
(Health, Financial, etc.)

De-Registration – Registrar’s Office
Student Graduates
Student doesn’t return to UK
Student cancels registration before semester 
begins 
University Suspension
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RegistrationRegistration

•To view the details of a registration, click on the Select
icon to the left of the registration row

•Click on the Display icon

•View the registration

•Click on the Continue icon to close the Sessional 
Registration window
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Program of StudyProgram of Study

•If the student is currently enrolled, the current Program 
of Study should display in the Program field on the 
Registration tab
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Program of StudyProgram of Study

•In the Selection Criteria section:
Choosing the All Programs radio button will display all 
programs in which the student is or has been registered

Choosing the Program radio button will display details for 
a specific program
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Program of StudyProgram of Study

•By clicking on the Program Overview icon, all 
program(s) in which the student is still enrolled, as well 
as any programs in which the student has de-
registered will be displayed

•The Valid From and End Date for each program is 
displayed
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Program of StudyProgram of Study

•Main vs. Additional Program of Study

When a student has more than one program of study at 
the same time, only one of the programs shall be the 
Main program

All other programs should be designated as Additional
programs

By viewing the details of a session for a program, you can 
view whether the program is Main or Additional
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Program of StudyProgram of Study
•To view the next Program of Study:

Click on the Drop-down List icon at the end of the 
Program field
Select the next program to populate the Program field

Note: If multiple Academic Sessions are displayed for this 
program, highlight the row for the current session, then 
click on the Display icon
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Requirement CatalogsRequirement Catalogs
•The Requirement Catalogs tab lists Audit Types

•The following Audit Types will automatically be set via 
an admission workflow process:

College Requirements
Major Requirements
USP Requirements
Graduation Requirements
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Requirement CatalogsRequirement Catalogs
•The information on this tab lets APEX know from which 

Bulletin to pull the requirements for the student
A student could be admitted to Fall 07, so his USP and 
Graduation catalog is Fall 07.

However, if the student changes majors in Spring 09, the 
major will have a different catalog of Spring 09 while the 
USP requirements are still pulled from Fall 07
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Requirement CatalogsRequirement Catalogs
•Requirement Catalogs are automatically updated when:

A student changes programs and/or majors

A student adds an additional major or minor

•Valid To and From dates are extremely important when 
maintaining catalog assignments!
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Requirement CatalogsRequirement Catalogs

•Select the appropriate Program of Study

•Delete any information in the Key Date field
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Requirement CatalogsRequirement Catalogs

•A list of Audit Types assigned to this student in this 
Program of Study is displayed

•These Catalog Assignments will remain active until the 
high date (12/31/9999) or until a change is made to 
the end dates
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•The Program Type Progression tab contains

Academic Honors (Dean’s List, etc.)

Academic Standing (Probation, Suspension, etc.)

Progression Classification (Freshman, Sophomore, etc.)

Program Type ProgressionProgram Type Progression
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Progression ResultsProgression Results

Dates are very important when interpreting progression 
results

• Key Date – progression results are displayed as of the date 
displayed in the Key Date field; changing the key date will cause 
the progression values that are current on the key date selected to 
be displayed in the progression results area

• Valid From – displays the date the progression results become valid

• Valid To – displays the date through which the results are valid; the 
most recent progression results will show the date 12/31/9999

• Check From Date – displays the date from which the academic work 
was checked

• Check To Date – defines the date up to which academic work was 
checked
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• If needed, change the Key Date field to include the 
dates you wish to view and click on the Continue
button

•Choices include:
Today
Start of Year – Academic Year and Session
Key Date – Defaults to current date
Start of Current Academic Year

Progression ResultsProgression Results
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•To be more specific in what you view, choose the 
appropriate program type by clicking on the Drop-
down List icon in the Program Type field

Progression ResultsProgression Results
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•The student’s progression results will display as 
specified

Progression ResultsProgression Results



CM_AD_310 Student Records v12

CM_AD_310 Student Records v12 55

StatusStatus
• Statuses will be created in an active status

• Date created will default to current date (note – you may 
manually change to desired date) and end date of 
12/31/9999

• NOTE! If a student changes a status (for example, is no 
longer an athlete), the status must be ended

The end date must be changed from 12/31/9999 to the 
appropriate end date

If this is not changed, the status will always remain on 
the student record
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• In the Status column:
The green square indicates an active status
The gray diamond indicates an inactive status

StatusStatus
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Status Status -- CreateCreate

• Go to the Status tab

• Click on the Create icon located on the 
Status tab

CM_AD_310 Student Records v12 58

Status Status -- CreateCreate
•Enter the Status code or click on the Possible Entries

icon to search the list of possible student statuses

•Double-click on the status to select



CM_AD_310 Student Records v12

CM_AD_310 Student Records v12 59

Status Status -- CreateCreate

•Click on the Save icon to save the status
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• To view a specific status, click on the Select icon to the 
left of the appropriate line

• Click on the Change icon located 
on the Status tab

Status Status -- ChangeChange
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•Change the Status Specification (Active/Inactive) or the 
validity dates, then click on the Save icon when 
changes are complete

Status Status -- ChangeChange
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• The Advisor tab allows one or more advisors to be assigned 
to a student

AdvisorsAdvisors
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Advisors Advisors -- CreateCreate

•To add an Advisor, click on Create

•Click on the drop-down list icon in the Advisor Type
field and select Central Person
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Advisors Advisors -- CreateCreate

• In the Advisor ID field, enter the advisor’s ID number or 
search for it by clicking on the Possible Entries icon in the 
field

• Click on the drop-down list icon in the Advisor Function
field, select Academic-Main for the student’s primary 
advisor or Academic-Additional for other people who have 
advisor responsibilities for the student, such as the 
department’s administrative staff
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Advisors Advisors -- CreateCreate

• Click on the Possible Entries icon in the Advising Context
field, select the appropriate program type, such as 
Undergraduate, Graduate, etc.

CM_AD_310 Student Records v12 66

Advisor Advisor -- CreateCreate

• Click on the Save icon

• The advisor’s information will be displayed



CM_AD_310 Student Records v12

CM_AD_310 Student Records v12 67

Advisors Advisors -- InactivateInactivate

• Inactivation of a student’s advisor record is done when the 
advisor no longer has the responsibility
• Remember: Inactivate the advisor record, do not delete
• Keeps the advisor information as an historical record

• To inactivate, select the record by clicking on the Select
button to the left of the record and click on the Change icon
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Advisors Advisors -- InactivateInactivate

• Change the End Date to the last day in which the advisor is 
responsible

• Click on Save
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Degree Application ProcessDegree Application Process

• Students apply for a degree through the myUK Portal

• A confirmation email is sent to the student and the student’s 
degree application is sent to APEX

• APEX audit will return a result

• Colleges will have access to execute a report which includes 
students who have applied and the APEX result

• Colleges review list and remove students not eligible for 
degree

• APEX audits are executed for the final time

• Confer Qualification process posts the degree
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Degree Application ProcessDegree Application Process

• To view the details of a degree application, go to the 
Application for Degree tab and double-click on the Select
icon to the left of the appropriate application

• Click on the Display icon
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Application for DegreeApplication for Degree
• Click on the 

Continue icon to 
close the 
application
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Student NotesStudent Notes

•Notes, such as Advising notes, can be added to the 
student’s records

•Notes can be placed on a particular Program of Study 
or on the student’s main records

•Changes, additions, or deletions may be made

•To display notes, click on the Notes Overview icon
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Student NotesStudent Notes

•When the Note Overview screen displays, three options 
are available

Display All Notes
No Program Notes
Only Program Notes

•To display a note, click on the Select button to the left 
of the note
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Student NotesStudent Notes
•Click on the Display

icon

•The date for the 
original note will be 
listed at the top of the 
note

•Any additional 
changes will be added 
below the previous 
note

•Click on the Continue
icon to close
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Student NotesStudent Notes

•To create a note, 
pull up the 
student’s records, 
click on the Notes 
Overview icon

•On the Note 
Overview screen, 
click on the Drop 
Down List and 
select the type of 
note you want to 
create and where 
you want place it
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Student NotesStudent Notes

•In the Create Note box, click 
on the Drop Down List icon in 
the Ac. Year and select the 
academic year

•Click on the Drop Down List
icon in the Session field and 
select the term
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Student NotesStudent Notes

•In the Short Title field, type a short title for the note
The title should provide a short description of the note’s 
content

• In the Text field, type your note

•Click on the Save icon
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SummarySummary

• Holds Tab

Create a Hold

Deactivate a Hold

• Registration Tab

Change Program of Study

Add a Second Program of Study

• Majors/Minors/Options Tab

• Catalog Requirements Tab

• Degree Application Process

• Program Type Progression Tab

• Status Tab
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Unit 3Unit 3

Student Master
Data
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Unit 3Unit 3-- Student Master DataStudent Master Data

• Addresses
Standard Address

Address Overview

• Related Persons
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AddressesAddresses

•To view or edit a student’s standard address, use the 
Standard Address tab

•To create or edit the complete list of possible 
addresses for the student, use the Address Overview
tab

•This tab also allows you to designate a current 
address, a permanent address, and an international 
address
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Standard AddressStandard Address

•The Standard Address
tab is used to view or 
edit a student’s 
standard address, 
telephone number, 
etc.
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Address OverviewAddress Overview

• The Address 
Overview tab is 
where you will 
manage or edit  the 
following 
categories of 
addresses:

Standard 
Current
International
Permanent
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Address OverviewAddress Overview

• Address Overview
is used to make 
changes, additions, 
etc.

• Address Usages
lists how the 
addresses are 
categorized, such 
as permanent, 
standard, etc.
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Address Address -- CreateCreate

•To add a new address, you want to be in Maintain
mode which makes the fields white and editable

•To enter Maintain mode, click on the Display <-> 
Change icon
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•On the Address Overview tab, click on the Create icon
Address Address -- CreateCreate
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•Enter the Street, City/State/ZIP Code, and Country into 
the appropriate fields

Country is a required field and must be completed

•Enter the Telephone number including area code, if 
provided

Address Address -- CreateCreate
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•Click on Continue

•Valid From and Valid To dates entered automatically as 
of the date the address is entered into the system

Address Address -- CreateCreate
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•To record an address move, first enter the new address 
into the system

•Next, click on the Select button to the left of the “old”
address and click on Move

Address Address -- MoveMove
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•Enter the moving date in the Date of Move field

•To choose the new address, click on the Select button 
to the left of it and click on Choose

Address Address -- MoveMove



CM_AD_310 Student Records v12

CM_AD_310 Student Records v12 91

•When the new address displays in the Move Target 
Address field, click Continue

Address Address -- MoveMove
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•The date changes 
display in the 
Address Overview
section

•Click on Save

•To return to 
Display mode, 
click on the 
Change/Display
toggle

Address Address -- MoveMove
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Related PersonsRelated Persons

•Contains related person contact information provided by 
the student

Note: The undergraduate application asks for an 
Emergency Contact person, the relationship to the student, 
telephone number, and email address
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•To add a new related 
person, make sure 
you are in Maintain
mode

•Click on the Create 
With New Related 
Person button

•Choose the 
relationship

Related Persons Related Persons -- CreateCreate
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Related Persons Related Persons -- CreateCreate

•Enter the Contact Information:
First Name
Last Name
Address
Country
Phone Number

•Use the scroll bar on the right side of the screen to 
view all the fields
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Create a Related PersonCreate a Related Person
•When the data has been entered, click on Save

•A system message will display

•Click on the Back icon

•You will see the new entry on the Related Persons tab
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SummarySummary

• Addresses
Standard Address

Address Overview

• Related Persons
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Unit 4Unit 4

myUK 
Portal
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Unit 4Unit 4-- myUK PortalmyUK Portal

•myUK Student Administration Portal

Class Rolls

Unofficial Transcript

Student Self-Service Tips
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Student Administration PortalStudent Administration Portal

•It is easier to find and display basic student record 
information in the myUK portal than in the IRIS 
system

•However, not everything can be done in the portal
For example, you can see Holds and Stops, but you 
cannot create them in the portal

Holds can only be created in the IRIS system 
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Student Administration PortalStudent Administration Portal

•The myUK portal provides different views and 
information for different users depending on their 
security access

CM_AD_310 Student Records v12 102

Class RollsClass Rolls

•Class rolls can be viewed and printed by authorized 
faculty and staff from the portal

May be viewed and/or printed at various times before 
and during the semester to have up-to-date information 
about students who are officially enrolled in a course
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Class RollsClass Rolls

Click Faculty 
Services
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Class RollsClass Rolls

Click Class 
Rolls
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Class RollsClass Rolls

To choose the 
appropriate Academic 
Year and Term, click 
on the Drop-down 

List icon
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Class RollsClass Rolls

Double-click on 
the appropriate 
year and term
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Class RollsClass Rolls

You can search for the Course Subject & Number in 
one of the following ways:

*   Course Subject & Number, such as ENG 104
*  Course Subject, such as ENG
*  Part of the title, such as Writing
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Class RollsClass Rolls

Type the course subject 
and number into the 
Course Subject & 
Number field

Remember:

When typing a two-digit 
Course Subject, you will 
need to type two spaces 
before you type the 
Course Number
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Class RollsClass Rolls

Click on the Go
button
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Class RollsClass Rolls

Click on the 
SW  505 link

A list of courses that 
match the criteria will 
display
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Class RollsClass Rolls

A list of all possible class rolls 
for the course will display. 
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Class RollsClass Rolls

Section information includes:
•Meeting Times
•Event Type (Lecture, Lab, etc.)
•Instructor
•Room Capacity
•Course Capacity
•Number of Students Enrolled
•Course Waitlist Availability
•Number of Students on Waitlist
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Class RollsClass Rolls

Click on the 
Section link
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Class RollsClass Rolls

To print, click 
on the Printer 
Friendly link

Information includes:
•Last Name
•First Name
•Student ID
•Username
•Degree
•Major (Minor)
•Classification
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Class RollsClass Rolls

When the roll 
displays, click on 
the Printer icon
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Class RollsClass Rolls

Click on the 
Close icon to 
close the roll
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Class RollsClass Rolls

To export the data to 
Excel, click on the 

Export to Excel link

CM_AD_310 Student Records v12 118

Class RollsClass Rolls

Click on the 
Save link
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Class RollsClass Rolls

Save the file by 
choosing the 
appropriate 
folder on your 
computer, 
changing the File 
Name, then click 
on the Save
button
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•Unofficial Transcripts may be viewed and printed via 
the portal

•Click on Advising Services

Unofficial TranscriptUnofficial Transcript

•Under the Detailed 
Navigation menu (on the left 
side of the screen), click on 
Unofficial Transcripts
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•Use the Enter Search Criteria screen to search for the 
student by:

•Click on the Search button

Unofficial TranscriptUnofficial Transcript

User name (AD ID)
Last name
First name
Student number 
(IRIS-generated 
Student ID number)
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•On the list of possible matches, locate the row of the 
student whose unofficial transcript you wish to view, 
then click on the Transcript PDF link in that student’s 
row

Unofficial TranscriptUnofficial Transcript
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•The transcript will be 
displayed as a PDF 
document

•Click the red Close icon 
in the top-right corner 
of the screen to close 
the PDF version of the 
student unofficial 
transcript

Unofficial TranscriptUnofficial Transcript
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•Students can manage some of their own records 
by logging into myUK and using the Student 
Services tab

Student SelfStudent Self--Service TipService Tip
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•On the myInfo tab, the student can:
Change addresses
Update the Expected Graduation Date
View/print a schedule of classes

Student SelfStudent Self--Service TipService Tip
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•On the myRecords tab, the student can:
View/print a schedule of classes
View the Academic Calendar
View/print an Unofficial Transcript
Update the Expected Graduation Date

Student SelfStudent Self--Service TipService Tip
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•On the Admissions tab, the student can:
Access the Graduate Admissions Form
Access the Undergraduate Admissions Form
Access the Academic Calendar
Access the UK Course Catalog

Student SelfStudent Self--Service TipService Tip

CM_AD_310 Student Records v12 128

SummarySummary

•myUK Student Administration Portal

Class Rolls

Unofficial Transcript

Student Self-Service Tips
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Student Records Help WebsitesStudent Records Help Websites

•myHelp website:
http://myHelp.uky.edu/rwd/HTML/CM.html
Contains Quick Reference Cards (QRCs), updated course 
manuals, Simulations, CM Frequently Asked Questions, 
CM Go-Live Book, and other job aids

• IRIS website
http://www.uky.edu/IRIS/CM/
Contains Information Directory, Forms, and other 
references
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Other CM CoursesOther CM Courses

•Register for Instructor Led courses at 
http://www.uky.edu/IRIS/train 

CM_AD_300 Event Planning
CM_AD_315 Booking Rules
CM_AD_340 Program of Study

• IRIS CM Web Courses  are available at 
http://myhelp.uky.edu/rwd/HTML/CM.html

CM_AD_310 Student Records
CM_AD_320 Booking 
CM_WP_210 Grading
CM_WP_220 Overrides
CM_WP_310 Advising
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Course SummaryCourse Summary
•Understand the difference between Student File and 

Student Master Data
•Create/activate/inactivate holds
•View progression results
•Create/change student addresses
•Create/change advisor
•Create related person
•View student records via myUK Portal


