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XIRIS

" Integrated Resource
Information System

SLCM_200 Practice Guide Overview

This Practice Guide is intended to accompany the SLCM_200 Student
Lifecycle Management Overview Online Training Course. It provides all the
procedures necessary to practice the demonstrations shown in the online course
in the IRIS Training Sandbox.

This course is intended to give you a high level overall perspective of the
Student Lifecycle Management module in the IRIS system and how to use the
Display functionality to view a student’'s academic and master data records.
Specific information covering creating and changing student records (including
booking courses, releasing Advisor holds, grading), will be provided in the Level
300 courses listed in your training plan.

Please enter your answers to the various questions asked in the exercises in
this Practice Guide using the online SLCM_200 Exercises and Completion
form located at
http://myhelp.uky.edu/rwd/HTML/CM/CM_200_Exercise_Notification.html and
submit it to the IRIS Training.

If you would like to check each step as you complete it, a checkbox is
included next to the step number for your convenience.

The SLCM_200 Campus Management Overview consists of the following
components:

¢ SLCM_200 CM Overview Presentation

¢ SLCM_200 CM Overview Practice Guide

¢ SLCM_200 CM Overview Exercise and Completion Notification
¢ SLCM_200 CM Overview Course Evaluation

The way to get comfortable with the IRIS system is through
practice...practice...practice.

Remember the IRIS Training Sandbox is available 24/7 for you to practice the
exercises contained in this practice guide as many times as you like.
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Exercise 1 — Logging into the IRIS Training Sandbox &
Accessing PIQSTO0O

Scenario

You wish to prepare to practice in the IRIS Training Sandbox. You will log into the myUK web
portal and launch the IRIS Training Sandbox. You will then create a favorite for the exercises that

follow.

Logging into IRIS and Adding a Favorite

1 [

Click Launch Pad

WETLL NN ' mployee Self-Service

IRIS Systems

When the IRIS Launch Pad appears,
click on the Training Sandbox link

]
[~ IRIS Launch Pad

From here you can select a system to launch

0 IRIS
0 Training Sandbox

The IRIS Main Menu will display

Note: See Figure 1: IRIS Main Menu
below Exercise 1

Adding a

Transaction to Your Favorites Folder

2. [

To add a transaction to your Favorites
folder, right-click on the Favorites
folder and select Insert Transaction
from the menu

:.';-.;:;
=rta Open folder

a Delete all favorites

»

v O Insert folder

&=
(| Add other objects

+ (7 stident Cfecycle Management
a ™

T Ememanbinm Ok aman
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5 D In the Transaction Code field, type
' PIQSTO00

[= Manual entry of a transaction

=
Transaction Code LPIQSTUO

6. D Press Enter

D Notice the transaction is now available
7. . .
in your Favorites folder

LS ™ | & | &% 0ther menu B By

Displaying the Technical Code in the Favorites Folder

8 D Using the Menu Bar, select Extras

u Edit Favorites System H

*ldB @@

9 D Click on Settings

tes | Extras | System Help

= Administration information Ctri+Shift+F8

s Display documentation Shift+F6

Technical details Shift+F11
Ir mer
Set start transaction Shift+F7

10 D Select the Display Technical Names
' checkbox

ar NaEy
[E Settings X

This is used to specify settings

Display favorites at end of list
["1Do not display menu, only display favorites

L0 Not dispigy picture

LTJ Display technical names

A

VIREE*

11. D Press Enter

12 D Notice that the transaction code now
' appears with the name of the
transaction

E- PIQSTOO - Student File}

* 2 5AF menu
» (I office

P TP s P -
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13. D

To open the transaction, double-click on
PIQSTO0 — Student File

(: « [#l PIQSTOO - Student File }
g SAF menu

» [ office

R o WP . r_a: -~
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Exercise 2 — Searching For a Student — PIQSTO00

Scenario

You need to search for one of the students in your program of study.

Enter the Student File Screen

1 D In the Student Number field, enter Pitt
Student Number
5 D Press Enter to search for the student
3 D When the search list appears, double- [ o7 | | ) L3 ) 9D | 752 | &2 4
’ click on 10037714 Pitt, Derk rObieCt a... 1Ol'.iiel:l: name Start date End Date
i m 01/01/1900 12/31/9999
10037714  Pitt, Derk 01/01/1900 12/31/9999
10037715 PItt, Eric 01/01/1900 12/31/9999
1NN3771A Pitt Kviia nifni/1ann _12/21/9999
4 D This student has placed a privacy flag {5 Data Priacy Waming (FERPA)
) on his records.
STUDENT PRIVACY FLAG IS ACTIVATED
PRIVATE FRIVATE PRIVATE PRIVATE PRIVATE
To move past the Data Privacy E:: Brivate stadents in person, please verify with pictare ID. If over
i the phone, state "I have no information on this perscn.
Warning message, press Enter 2
5 D Notice that the student’s records are [®1.] Student File
. now avai|ab|e TUE *REOS a8
Student Number o0 i 2] &

68 Name

O prncpal Org. Unkt College Of Engineering

2. saws Student; Athlete; Honors Prg; BOTC; Resident
A HBKETY Recrutmant | Appications | Admsson | Admeson Check ks | Majoryl...[| = 210
Selection Crtera
Key Date 02/07/2012) (3]
JIperod ren [oz/07/2012] w0 [12/
[D)2)&]]) (&) [BIF]E)EF.) <. (B8] A =) n) 6]

Hold Type Status Hold Groupl.. | StartDate  EndDate | Object Description
Cadvsor Hod T 0 Acdemc  04/26/2006  12/31/99%% Pz, Derk
Young Library Hold @ Francal 10/23/2009 12/31/9999 Pitt, Derk

Parkng Craton Hold O Fnancal 01/29/2007  12/31/9999  PRt, Derk
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Exercise 3 — Setting the Key Date — PIQST0O

Scenario

You want to change the Key Date, and then set the current date as the default setting.

Enter the Student File Screen

1 D Click on the Key !Date icon to the right B ‘Recutment | Appications | Admisson
' of the Key Date field

Selection Criteria

Key Date 02/07/2012

+!Period Frm [02/07/2012] to [12/3]

5 D Click on the Start of Year radio button [E Define user-specific key date

Period

) Tods 02/07/2012
T all
12007 Acad Year200.. ~| Sesson
Key Date 02/07/2012

“\Ctark af Curr Vr 2rad Year 2011-2012

=

3 D Click on the Drop-down List icon in the Period
) Start of Year field and select 2012 ) Today 02/07/2012
Acad Year 2011-2012 J osortotver  To12Acd vearm._@

H| Okey Date 2006 Acad Year 2005-2006

2007 Acad Year 2006-2007
2008 Acad Year 2007-2008
2009 Acad Year 2008-2009
| save as Defauk 52010 Acad Year 2009-2010

Ses

_

) Start of Curr.Yr

(2012 Acad Year 20112012

2014 Acad Year 2013-2014 =
— > J—

4 D Click on the Drop-down List icon in the

Session field and select 10 Fall Session T30 Spring Semester @
Semester Cw Fall Semester )
| ession

30 Spring Semester
51 Summer Session 1
52 Summer Session 2
99 Full Year

N

5 D Click on the Enter icon

(v¥  ®
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Notice that the Key Date field now
contains the first day of the Fall 12
semester

A 'Holds | Recrutment - Applications -~ Admissiol
Selection
Key Date oe/24/2011) (9]

[¥Period Frm [02/07/2012] to [12/3

MC2ex e [l Fa =) =R 5]

To make sure the default setting is the
current date, click on the Key Date icon

Holds | Recrutment ¢ Applications |+ Adi
Selection Criteria
Key Date 0e/24/2011]

Verify that the Today radio button is
selected

[ Define user-specific key date

Period
[ [ =
02/07/2012
= =
TStalt of Year
“Key Date 02/07/2012
\Start af Curr Vr Brad Year -701
9 D Click in the Save as Default Setting “)Key Date 02/07/2012
checkbox ) Start of Curr.Yr Acad Year 2011-20
A &1
'v|Save as Default Setting ) ;
lick on the Enter icon
10.D Click on the Enter ico
%3
11 D The Key Date field should contain the B
: current date Selection Criteria
Key Date 02/07/2012]}
| Parind Frm_|n2/07/2012] o
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Exercise 4 — Display Student File Data — PIQSTOO

Scenario

You need to view the student file data for Derk Pitt, 10037714.

Enter the Student File Screen

1 D What is the student’'s Student
) Number?

D Go to the Holds tab

¥} Student
< Holds " Recrutment  Apy
\—-"‘

Selection Criteria

3 D How many Holds records are there?
D Are any of the Holds active? How can
4,
you tell?

5 D Click on the Select icon to the left of the
' Young Library Hold

[E} Hold Type Status Hold

Advisor Hold <
@ oung Library Hold (]
Parking Citation Hold ¢

Aca(
Final
Final

6. D Click on the Display icon Z)Period Frm |02/0°
Dlz]g s )]
[Ex Hold Type Status |
Advisor Hold o |4
el se e ax 01 i f
7 D Who should the student contact to
' remove this hold? Where did you find
the information?
8 D Click Continue to close the Maintain : J
' Holds window -Ln 1 of 1 lines

University of Kentucky — IRIS Training

SLCM_200 Student Lifecycle Management Overview

Page 9




Integrated Resource
Information System

Click on the Admission tab

; Athlete; - ROTC; Re
plications{ ~ Admission  jdmission

\—/
10 D Notice which Program is approved and
' when it was approved?
D Click on the Tab List icon to the right of
11. - .
the tabs Majors/... l | (==

12. D

Select Registration

[ Majors... Ifg

® Holds
Recruitment
Applications
Admission
Admission Check lists

EI, @ @ Majors/Minors/ Options
act Description

. Derk Program Type Progression
. Derk General Data
. Derk e
12 D What is the most recent registration for
' the Program of Study?
13, D Click on the Program Overview icon to S

the right of the Program field

< Program 10420531 BSBAE-EN; BS In Biosystems & Agrautural Engr -

New Program
(&R Renisraton || 221 eave of Absence || (8 thanne of Praoram .|| (8 ne-ensimaton .

Notice the various records and the
validity dates

Click on the Continue icon

LI

Click on the Majors/Minors/Options
tab

<) ent; Athlete; Hc

“Majors/Minors/Options ./ JRegistration ||
N -

Selection Criteria

17. D

Click on the Select icon to the left of the
major

8] [& ([

e Program | Group Ca
BAE-EN Major
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18. D

Click on the Display Academic
Specializations button

KEeYy vdie UL/ UT7£Ul]
.
& Acad. Specalzations AC

]

19.

What is the student’s major?

20. D

Click on the Back icon located in the
Standard Toolbar

Goto  System  Help

oY

slay Academic Specializatic

21. D

You will return to the Student File
screen

22. D

Click on the Tab List icon to the right of
the tabs

Majors/...

i@

——

23. D

Select Advisors

e Progr... || [+1[*][E]
| Holds
Recruitment
Applications
Admission
Admission Check lists
- ® Mgzjors/Minors/Options
| Registration
Program Type Progression
General Data
e Status

999

Requirement Catalogs

24, [

Who is the student’s advisor?
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Exercise 5 — Display Student Master Data — PIQSTO0O0

Scenario

You need to view the time data for an employee in your department.

Enter the Student File Screen

1 [

Click on the Display icon to the right of
the Student Number field

PEES a¥ESR
hooawu |_] ,4’

Pitt, Derk; *04/15/1987 Male

Ll ome NAE Poodeessed o

The default tab is the Personal Data
tab

E j David A Br
o Personal Data Standard
N

4

Gender (®)Male
Titla v

What is the student’s ID number?

Click on the Address Overview tab

dress (V’ Address Overview - }V
N —_a

How many addresses are listed?

Click on the Standard Address tab

or Boooia 2 o =

¢ o Standard Address )I.Addressm
s J

Personal D3

What is the student’s Telephone

£ number?
8 Click on the Tab List icon to the right of
' the tabs o~
+ Visa/Residence Data K (1=
id on 02/07/2012
University of Kentucky — IRIS Training
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Select Related Persons

o Visa/Residence Data Jl][E)

® Personal Data
Standard Address
Address Overview
Additional Data
Ethnicity/Race
Visa/Residence Data
Special Attributes
Transcripts/ Tests
Best SAT/ACT
PCC Units

Fee Calculation Data

10. D

Who is listed as the student’s
Emergency Contact?

Leg.. StartC
] 01/17/
10/23/

11. D

Click on the Select icon to the left of the
first Related Persons

Related Persons

elationship Type
( 0§ Father is

12. D

Click on the Display Related Person
button

13. D

Click on the Back icon located in the
Standard Toolbar

ner Edt Goto Extras E
“an
slay Person: 5000639(

14. D

To return to the Student File screen,
click on the Back icon located in the
Standard Toolbar

3y Student Master Data

: qga g

display Student Master Data
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15. D

To return to the Easy Access Menu,

click on the Back icon located in the
Standard Toolbar

nt Edt Goto  Utiities(M) Setting:

lqa(epe

Student File
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