Student Record Inquiry
5/16/17


Student Record Inquiry

5/16/17


Student Record Inquiry
Table of Contents

1Course Overview


1Welcome to SIS Training


1About this Course


2Security Overview


2SIS Security Terminology


2How Security Works


3System Log In Procedure


3System Log Out Procedure


4Terminology


4Academic Structure


5Academic Calendar


6Searching for Data


6Using the Find Page for Students


6Search Criteria


7Performing an Initial Search


8Subsequent Searches


9The SIS ID


9When the SIS ID is NOT useful


9When the SIS ID Is Useful


10FERPA Access and Compliance


10Access to Student Data and FERPA  (Family Educational Rights and Privacy Act)


11Overview of FERPA


13FERPA Display Page


14FERPA ‘Shade’


15Standard Information on All Student Record Inquiry Pages


16Add/Update a Person


16Purpose and Path


16Biographical Details Page and Field Descriptions


19Address Page


20Regional Page and Field Descriptions


21Names Link Page


21Purpose and Path


21Names Detail Page and Field Descriptions


22Birth Information Detail Page


22Purpose and Path


22Birth Information Detail Page and Field Descriptions


23Addresses


23Purpose and Path


23Addresses Page and Field Descriptions


25Phone Numbers


25Purpose and Path


25Phone Numbers Page and Field Descriptions


26Electronic Addresses


26Purpose and Path


26Electronic Addresses Page and Field Descriptions


28Citizenship and Passport


28Purpose and Path


28Citizenship and Passport Data Page and Field Descriptions


30Visa Permit Data


30Purpose and Path


30Visa/Permit Data Page and Field Descriptions


32Emergency Contacts


32Purpose and Path


32Emergency Contact Information Page and Field Descriptions


33Relationships: Person-to-Person Summary


33Path and Purpose


33Person-to-Person Summary Page and Field Descriptions


34Residency Data


34Purpose and Path


34Residency Data Page and Field Descriptions


36Student Program/Plan


36Purpose and Path


38Student Program Page and Field Descriptions


40Student Plan Page and Field Descriptions


42Student Sub-Plan Page and Field Descriptions


44Student Attributes Page and Field Descriptions


46Student Degrees Page and Field Descriptions


48Academic Program Summary


48Purpose and Path


48Academic Program Summary Page


49Major/Certificate Declaration/Cancellation History


49Purpose and Path


49Major/Certificate Declaration/Cancellation History


50Session Dates and Deadlines


50Purpose and Path


50Session Dates and Deadlines Page and Field Descriptions


52Term Search


52Purpose and Path


52Term Search Page and Field Descriptions


54Undergrad Year Count Page and Field Descriptions


55External Study


55Purpose and Path


55External Study Page and Field Descriptions


57Dean’s Action


57Purpose and Path


57Dean’s Action Page and Field Descriptions


58Term Credit Override


58Purpose and Path


58Term Credit Override Page and Field Descriptions


60Academic Load Exceptions


60Purpose and Path


60Academic Load Exceptions Page and Field Descriptions


62Student Enrollment History


62Viewing Student Enrollment History


64Student Enrollment History Search Results Field Descriptions


67Enrollment Detail & Grid


67Purpose and Path


67Enrollment Detail Page and Field Descriptions


70Grade Detail


70Purpose and Path


70Grade Detail Page and Field Descriptions


72Grade Changes


72Purpose and Path


72E-Grade Changes Page and Field Descriptions


74GPA Summary


74Purpose and Path


74GPA Summary Page and Field Descriptions


75Term History


75Purpose and Path


75Term Statistics Page and Field Descriptions


77Cumulative Statistics Page and Field Descriptions


79Term Withdrawal Page and Field Descriptions


80Academic Standing Page and Field Descriptions


82Test Credits


84Transfer Credits


86Other Credits


88Placement Test Scores


88Purpose and Path


88Placement Test Scores Page


89Rank by Term


89Purpose and Path


89Rank by Term Page and Field Descriptions


90Honors and Awards


90Purpose and Path


90Honors and Awards Path and Field Descriptions


92Student Advisor


92Purpose and Path


92Student Advisor & Advisor Audit Page and Field Descriptions


94Service Indicator Data


94Purpose and Path


95Manage Service Indicators Page and Field Descriptions


98Short Cut to Viewing Service Indicators and Service Impacts


100Student Groups


100Student Groups


100Purpose and Path


100Student Groups Page and Field Descriptions


101View Student Groups by Student


101Purpose and Path


101View Student Groups by Student Page and Field Descriptions


102Athletic Participation


102Purpose and Path


102Athletic Participation Page and Field Descriptions


103Degree Summary


103Purpose and Path


103Degree Summary Page and Field Descriptions


104External Degrees Page and Field Descriptions


105Student Degrees


105Purpose and Path


106Degree Page and Field Descriptions


108Degree Honors Page and Field Descriptions


109Degree Plan Page and Field Descriptions


111Degree Sub-Plan Page and Field Descriptions


112Student Milestones


112Purpose and Path


112Student Milestones Page and Field Descriptions


114Reports


114SIS Data Center


114Query Library Reports


115Query Library Websites



  

Course Overview

Welcome to SIS Training

Thank you for taking part in the Student Information System’s Student Records Inquiry training.  
We hope this training provides the support you need to become a successful SIS user.

About this Course

The purpose of this course is to help you successfully retrieve student record information from our Student Information System, SIS.  After this session, you will be able to:

· Navigate SIS successfully.
· Locate pages necessary to retrieve and provide student data in accordance with FERPA guidelines.
· Interpret data found on student records inquiry pages.
We will review:

· The login process and system security.
· Navigating SIS.
· SIS Terminology.
Security Overview
This topic presents a brief description of the security features of the SIS software.

SIS Security Terminology

Below are terms that will help you understand SIS security and its impact on you as a user.

	Term
	Definition

	NetID
	A unique login that is assigned to every UW Madison employee.

	Password
	A unique combination of alpha and numeric characters, associated with your NetID, used to protect the system from unauthorized access.

	Permission list
	A package of user privileges for a specific business function.


How Security Works

Your Permission list is linked to your NetID.  The Permission list determines what data you can see and what functions of SIS you can use.
The appropriate data custodian determines system access and authorization to update and/or view data.  Usually the Dean or a designated representative of your school or college has determined your Permission list.

System Log In Procedure
Follow the directions below to log in to the Student Information System, SIS:

	Step
	Action
	Result

	1. 
	Select [Log In To SIS] button on the SIS web page sis.wisc.edu 
	The SIS Login page displays.

	2. 
	Select NetID Access.
	The Campus NetID Login page displays.

	3. 
	Enter your Net ID.
	Your NetID displays.

	4. 
	Enter Password.
	Dots display.

	5. 
	Select [LOG In].
	Your Main Menu displays.


System Log Out Procedure

When done using the system, follow the directions below to log out of SIS:

	Step
	Action
	Result

	1. 
	Select Sign out on the header bar.
	The sign on screen displays.

	2. 
	Close your browser tab or browser.
	Browser tab or browser closes; thus, preventing another user from using the back button see student data.


Tip:
Always lock your computer when you leave your work area.  
For some operating systems you do this by pressing <Ctrl+Alt+Delete> and then selecting [Lock this Computer].
Terminology
Academic Structure

The Academic Structure portion of SIS is normally owned and maintained by the Student Records module as it is the basis for curriculum, enrollment, grading, and transcripts.

	Academic Structure According To PeopleSoft

	Term
	Examples
	Common Name

	Academic Group
	College of Ag and Life Sciences
Air, Military & Naval Science
School of Business
Continuing and Vocational Ed.
Division of Continuing Studies
School of Education
College of Engineering
Law School 
Medical School, etc.
	School or College 

	Academic Careers
	Undergraduate
Graduate
Vet Medicine
Medical School
Pharmacy
Law, etc.
	Degree Levels

	Academic Programs
	Business
Art Education
Chemical Engineering
Law Professional
Medical Professional, etc
	Classifications, Degree track

	*Academic Programs
Graduate Career
	Entomology
Math
Zoology
	Department
Field of Study

	Academic Plans
	Major in Economics
Major in Kinesiology
Minor in Computer Sciences
Certificate in African Studies
	Major, Minor, and Certificate

	*Academic Plans
Graduate Career
	Master of Science, PhD
	Degree


*Note:  The graduate career has different uses for these fields.
Academic Calendar

A Term is commonly called a semester.  There is a Fall, a Spring, and a Summer semester for all students.  No gap exists between the ending date of one term and the starting date of the next term.  For example, the Fall 2017-2018 term (1182) will end on 12/24/2017 and the Spring 2017-2018 term (1184) will begin on 12/25/2017.  Within a Term there are teaching sessions.  

Terms are represented by a 4-digit code in the Student Information System (SIS).  
The table below describes how to decipher the code.

	Character
	Represents
	Values

	1st 
	The century of the term
	0 = 20th century
1 = 21st century

	2nd and 3rd 
	The academic year
(e.g. 2018-2019)
	99 = 1998 – 1999
19 = 2018 - 2019

	4th 
	The actual term
	2 = Fall
4 = Spring
6 = Summer


For example, the term code 1192 represents the Fall Term of 2018-19.

(Century=21st, academic year=2018-2019, term 2=Fall)

Tip:
To see Term/Session Dates, follow this menu path:

>Records and Enrollment >Dates and Deadlines >Session Dates and Deadlines
Searching for Data

Using the Find Page for Students

After logging in and navigating to the page you wish to view, a Find page similar to the one shown.  The Find page allows you to locate a particular student record.
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* Preferred First Name search is only found on >Add Update a Person page.
Search Criteria

The Find page provides numerous criteria on which you can base your search.  Whenever possible, use the student’s campus ID as the primary search criteria.  If you do not know the Campus ID number, you can also use multiple criteria to narrow your search.
The system using various search operators also supports partial searches.  For example, if you are unsure of the spelling of the student’s last name, select ‘begins with’ and just enter the first few characters.  The system will return a list of students whose last names begin with those characters.
Caution!:
This procedure may bring back a long list of names.

Often the number will be more than can be displayed in the list that is returned.

Monitor the row count to see this.
Tip:
If the only information you have about a student is the name and major, use the Academic Program Summary to initiate your search.  The search list on this page returns the student’s Academic Program that will help you narrow the number of students from which to select.
Performing an Initial Search

After logging in and selecting a page to view, you will always receive a Find page.  
The table below will help you perform your initial search for a student record.
From the fourth menu level, you will be taken to a Find page:

	Step
	Action
	Result

	1. 
	Use the Menus to navigate to the page or component you wish to view.
	The Find page displays.
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	2. 
	Enter the available search criteria on the Find page.
	Find fields are filled in with the text you type.
Note:
Preferred First Name search is only found on >Add Update a Person page.
Tip:
The students full name can be used in the Name field with the format Lastname,Firstname Middlename

	3. 
	Select [Search] or press [Enter].
	If there:

· Is An Exact Match: 
If you have an exact match to a single record, the student’s data displays on the page you selected in Step 1.
· Are Multiple Matches:
a)
If multiple records match, a Search Results 
list displays will all the matches.
b)
Select the student you wish to view.
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Subsequent Searches

The procedure for performing subsequent searches will vary slightly depending on your situation.  The table below will help you through the three possible scenarios.

	If you are looking for…
	Then…

	A different person on the same page
	Select [image: image4.png]LLReturnto Search



[Return to Search] to get back to the Find page and select [Clear].

	The same person on a different page
	· Navigate to the new page by using the menus.  In some cases, the new page will display for the same person.

· But if a Find page displays first, just select [Search] if the ID was carried forward.

· Tip:  If the ID does not tend to carry, highlight the student’s ID on page and copy it; therefore, you can paste the ID on future Find pages.

SIS will carry the id automatically if you change a setting here: >Set Up SACR >User Defaults, 
select |User Defaults 4| tab, check ( Carry ID.

	A different person on a different page
	· Navigate to the new page by using the menus.

· If a Find page displays, [Clear] the ID, Enter the new person’s criteria, and select [Search] or [Enter].

· If the new page appears with the previous person’s data, select [image: image5.png]LLReturnto Search



 to get back to the Find page.


The SIS ID

Throughout SIS you will see a field that is simply called “ID”.  This refers to the SIS ID; it is not the same thing as the Campus ID.  The SIS ID is used internally by the system to manage data.  
The SIS ID starts with three or four zeros so they do not closely resemble the Campus ID.
Without understanding when the “ID” (SIS ID) is useful and when it is not, you may experience problems when trying to search for data.

When the SIS ID is NOT useful

The ID or SIS ID is not useful when you have performed at least one search and you are now attempting a search for a different record.  This is because the system may carry the first student’s SIS ID forward into the Find page.  If you do not delete or clear it before searching for your second record, you will see the following error message.
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When the SIS ID Is Useful

The SIS ID is useful when you wish to view a different page for the same student whose record you have already located.
Example:
Pretend you are viewing the demographic data for Andrew Keaton.
Now you wish to see the same student’s enrollment detail.
When you select another page from the menu, the Find page displays with Andrew Keaton’s SIS ID in the ID field.
Since you want to look at information for the same student, you just have to select [Search] or press the [Enter] key, to complete the search.
Note:
Preferred First Name search is only found on >Add Update a Person page.
FERPA Access and Compliance
Access to Student Data and FERPA 
(Family Educational Rights and Privacy Act)

You may be granted broad access to student data in the system, and it will be extremely important to remember that federal legislation and University policy protect the student’s right of privacy.  This means that there are restrictions on what you can release about a student and to whom you may release data.
We strongly encourage you to read this policy.

As stewards of student information at the University of Wisconsin-Madison, you are expected to read, comply with and sign the University of Wisconsin-Madison’s Access and Compliance Form acknowledging that you have been informed of your responsibilities, and agree to uphold these to the best of your ability.  You can get a copy of this form from the SIS website.
A student’s right of privacy frequently also involves a student’s right to personal safety.  Therefore, it is imperative that whenever personally identifiable student information is requested from you, if you are NOT CERTAIN of the requestor's "legitimate educational need to know," or the student’s desire to withhold information, you will refer that request to the Registrar's Office (262-3811).
Your best policy to answer to a request for information on a student from someone outside the university is to refer the person to the Registrar’s Office (262-3811).  Please refer to the following FERPA policy statements for a list of the demographic data items that the University of Wisconsin-Madison has designated as public information.

If you have questions regarding FERPA, please refer them to:
Jeremy Traska, 262-0081, jjtraska@em.wisc.edu.
If you have any questions about what is and what is not releasable for any particular student, it is always best to refer the requester to the Registrar's Office.
The general number for the Registrar’s Office is 262-3811.
See Also: Registrar’s website: http://registrar.wisc.edu/ferpa_overview_fac.htm 
Overview of FERPA

The purpose of the federal Family Educational Rights and Privacy Act of 1974 (FERPA) is to afford specific rights to students concerning their educational records, including the right to review education records and the right to have specified control over the disclosure of information from these records.  The Act requires post-secondary educational institutions to define a policy regarding the release of personally identifiable student information, including a definition of “directory” or public information.

At UW-Madison, the following items about a student are considered to be “directory” or public information:

· Name
· Postal Addresses
· Email addresses

· Telephone numbers
· Date of birth (ONLY to verify against)
· Major field(s) of study and number of academic credits earned toward degree
· Attendance status (including current year, credit load, and full-or part-time status)

· Dates of attendance (including matriculation and withdrawal dates)

· Degrees and awards received (type of degree and date granted)

· Previously attended educational agencies or institutions
· Participation in officially recognized activities
· Participation in athletics and weight and height of athlete 
(not recorded in SIS.  Contact Division of Intercollegiate Athletics for this information)

All other personally identifiable information on student records is non-public and confidential.
Directory or Public Data: Students have the right to withhold from disclosure any item of “directory” or public information.  In accordance with the Wisconsin open records law and FERPA, the University may disclose any item of directory information about a student if the student has not exercised the right to withhold that item.
Confidential or Non-Public Data: Students also have the right to decide to whom to release an item of non-public (confidential) information about themselves except as provided by the Act.  Within the University, non-public and withheld directory information may be accessed and/or disclosed without the student’s consent only by and to persons with “a legitimate educational need to know,” that is, in order to carry out the responsibilities of their position.  The Registrar’s Office is charged with implementing and enforcing the University’s policy as required by FERPA.  Non-compliance with the regulations of FERPA may jeopardize the University’s federal funding.

Several important Federal and State regulations, as well as University policy, dictate how we use information at the University of Wisconsin-Madison.  These policies provide the framework in which we use, interpret, and distribute information about students.
As stewards of student information at the University of Wisconsin-Madison, you are expected to read and comply with the: Policy on Student Records document and to sign a compliance form acknowledging that you have been informed of your responsibilities, and agree to uphold these to the best of your ability.

The granting of access to student information carries with it an implicit bond of trust that:

· You will store under secure conditions all data that you obtain from on-line pages, data warehouse or extracted datasets, including printed data as well as on-line transmissions of data (email, fax). Using and storing Social Security Numbers is strongly discouraged. 

· You will be a responsible user of data, whether it is data relating to your own unit or another unit. 
This is especially important given the shared environment of SIS.
· You will make every reasonable effort to interpret data accurately and in a professional manner. 

· You will sign out of the SIS system when not using it. 

· You will not share your account and password with others. 

· You will access only that information you need to perform your job at the University. 
This means NO casual browsing of data.
· You will make every reasonable effort to maintain privacy of the data. This includes knowing what constitutes “directory” or public information and observing the student’s right to withhold this information.
· Whenever personally-identifiable student information is requested from you, if you are NOT CERTAIN of the requestor's "legitimate educational need to know," or the student’s desire to withhold information, you will refer that request to the Registrar's Office 
(262-3811).  Examples: a student's advisor requesting the student's GPA has a legitimate educational need to know; the chair person of a social club to which the student belongs who makes the same request does not have a legitimate educational need to know.

· Misuse of the data in or from the student information system will subject you to disciplinary actions, up to and including termination.

FERPA Display Page
Use this page to view releasable directory data for EVERY student at UW Madison.  
ONLY releasable data is displayed on these pages.  This is your safe, go-to page!
Path:
>Campus Community >Personal Information >Biographical >Person FERPA 

>Review FERPA Display

The FERPA Display page looks like this: 
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FERPA Bio Demo

| | | | | B

Bucky Badger in: 0003709645

Bio/Demo Data

No Releasable
Birthdate:





Select all tabs to view information that is released for this student.
Note:
If a student has asked for specific directory information to be withheld, 

it DOES NOT display here.
FERPA ‘Shade’

For Students who have requested some demographic information be withheld:

Students who have requested that all or part of their demographic information be withheld from public access will be identified in SIS by the appearance of a FERPA Shade [image: image8.png]


 on most pages of the student’s SIS record.  Selecting the FERPA shade [image: image9.png]


 will take you to a FERPA Detail page where you can see which information, if any, is releasable for that student.
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After selecting the FERPA shade [image: image10.png]


, this is the page that will display:
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All the links that are NOT underlined identify what this student has chosen to suppress entirely.  
All of the other links, once selected, show what information is releasable within that category.
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What does that mean to you?
If the link shows, select link to bring up the information that is releasable to third-parties.  If the link is not underlined it only displays the text, meaning the information cannot be released, and, in fact, you cannot see it here either.

Here is an example of the Releasable Attendance link on the Releasable FERPA Directory Information page:
For students who have not requested information to be withheld:

Students who have not restricted the releasable demographic will not have a FERPA shade.  However, the FERPA Display page shows all releasable data for a student.  

Your best policy to answer a request for information on a student from someone outside the university is to refer the person to the Registrar’s Office (262-3811).
Standard Information on All Student Record Inquiry Pages

Basic information on students appears as the header on most Student Record pages. 
The description of these fields will not be repeated in the following page by page descriptions.
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	Field
	Description

	Name
	The student’s primary name in Lastname,Firstname, Middlename format.

	ID
	The SIS ID.  This number is generated when a student is entered into SIS and is not the same as the Campus ID.

	Campus ID
	The student’s campus ID number.

	Negative Service Indicator Icon
	This icon is visible only when there are active Negative Service Indicators on a student’s record.
Selecting this icon [image: image13.png]


 will take you to a summary page showing the student’s active Negative Service Indicators.  If you do not see details in the fields, this is a future dated service indicator.

	Positive Service Indicator Icon
	This icon is visible only when there are active Positive Service Indicators on a student’s record.
Selecting this icon [image: image14.bmp] will take you to a summary page showing the student’s active Positive Service Indicators.  If you do not see details in the fields, this is a future dated service indicator.

	FERPA Shade
	This icon is visible only for students who have requested that some portion of their releasable demographic information be withheld.
Selecting this icon [image: image15.png]


 will take you to the FERPA Detail page where you can view information, which is releasable to the public.


Add/Update a Person
Purpose and Path

This component provides complete demographic data about a student.  You are cautioned to follow FERPA guidelines when using this information.

Follow this menu path:
>Campus Community >Personal Information >Add/Update a Person
Biographical Details Page and Field Descriptions
The Biographical Details page looks like this: 
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	Field or Link
	Description

	Name
	Person’s Primary name.  If followed by name in parentheses, that is the Preferred Name. e.g. Badger,Buckingham U (Bucky)

	Names
	Link to Names Detail page.
See Names Link page for more information.

	Person Information

	Date of Birth
	The student’s birth date.

	Birth Information
	Link to Birth Information detail.  If the link is active this will show additional information on where student was born.

	Campus ID
	The student’s campus ID (same as on a student’s ID card).

	Biographical History

	Effective Date
	The date the data became effective.

	Marital Status
	Some examples include: married, divorced, single, unknown, etc.

	Gender
	The student’s gender (when known).

	National ID

	Country
	Will be USA if student has a social security number.  
The field identifies the country issuing the national ID number.

	National ID Type
	Will always be Social Security Number.

	National ID
	The student’s social security number.

	Primary
	Indicates the primary National ID if multiple numbers exist.

	Addresses – See also Addresses

	Address Type
	Describes the type of address displaying.
Student Address types include:

a) Diploma –if provided, diploma will be sent here.
International Students are required to provide this address.
b) Home - student’s permanent mailing address.
For International Students, this must be their home country.

c) Mailing – student’s campus or local address.

	Addresses
	Link to Addresses page.

	Effective Date
	The date the address data became for this address type became effective.

	Status
	The status of the address.  Choices are Active or Inactive.

	Country
	The country associated with the address.

	Address
	Actual address.


	Phone – See also Phone Numbers

	Type
	Describes the type of phone number displaying.

	Phone
	The phone number with area code.

	Ext
	Extension if any associated with the phone number.

	Country Code
	Numeric dialing code for the country of the phone number.

	Preferred
	The phone number the student is to keep up to date and selects as his/her main phone number.

	Email – See also Electronic Addresses

	Type
	Describes the type of email address displaying.

	Email Address
	Student’s email address.

	Preferred
	The email the student selects as his/her main email address.

	Visa/Permit Data 
	Link to Visa/Permit detail.
See Visa/Permit Data page for more information.

	Citizenship
	Link to Citizenship Detail page.
See Citizenship and Passport page for more information.


Address Page
The Address page looks like this: 
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See Addresses for field descriptions.

Regional Page and Field Descriptions
The Regional page looks like this: 
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	Field or Link
	Description

	USA Flag
	Indicates we are using the US version of Oracle PeopleSoft Software.
This icon has no relation to the student’s citizenship.

	Person is Hispanic ...
	Checked if person is Hispanic or Latino.

	If Yes, Select Ethnic Grp
	Not applicable to this area.

	Regulatory Region
	Displays USA.

	Ethnic Group
	The detailed level code the student has indicated.

	Description
	Written out Ethnic Group.

	Ethnic Category
	Higher Level category that we report to Department of Education.

	Primary (checkbox)
	If checked, indicates the primary ethnic category based on designated hierarchy of categories.

	IPEDS (checkbox)
	If checked, indicates this came from ≥1112 admissions application.

	Percentage
	UW-Madison does not use this field.

	Effective Date
	Date Military Status last updated.

	Military Status
	Self-reported information. Values include: No Military Service, Military Service, Family-Spouse/Parent, blank, and Not indicated.

	Disabled
Disabled Veteran
VA Benefit
	UW-Madison does not use these fields.


Names Link Page
Purpose and Path

Use this page to view all name types.

Follow this menu path:
>Campus Community >Personal Information >Add Update a Person |Biographical Details|
  Select Names 
-OR-
>Campus Community >Personal Information >Biographical >Names
-OR-
>Campus Community >Personal Information >Biographical >Addresses/Phones >View Names
Names Detail Page and Field Descriptions

The Names page looks like this: 
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	Field or Button
	Description

	Name Type
	The various names types the student has.

	Name
	Student’s name by name type.

	Effective Date
	The date the last change went into effect.

	Status
	Status of name.

	Updated By
	Last person to update this row.

	Updated
	Date and time stamp of last update.

	Name History
	Select to see this same information in a different format.


Birth Information Detail Page
Purpose and Path

Use this page to view the birth information.  This is official data only for international students and reported to SEVIS.

Follow this menu path:
>Campus Community >Personal Information >Add Update a Person |Biographical Details|
  Select Birth Information 
Birth Information Detail Page and Field Descriptions

The Birth Information Detail page looks like this:
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	Field or Button
	Description

	Birth Location
	Town in which the student was born.
If town is unknown, the country of birth will be listed here.

	Birth Country
	Country in which the student was born.

	Birth State
	State in which the student was born.
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	Select [OK] to return to Add/Update a Person page.
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	Select [Cancel] to return to Add/Update a Person page.


Addresses
Purpose and Path

Use this page to view address information for the student.  This page contains the same information as the Address page in the Add/Update a Person Component.
Follow this menu path:
>Campus Community >Personal Information >Biographical >Address/Phones >Addresses
-OR-
>Campus Community >Personal Information >Add/Update a Person 

|Addresses| page –or- |Biographical Details| page Addresses
Addresses Page and Field Descriptions

The Addresses page looks like this:
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	Field or Link
	Description

	Address Type
	Describes the type of phone number/address displaying.
Student Address types include:

a) Diploma –if provided, diploma will be sent here.
International Students are required to provide this address.
b) Home - student’s permanent mailing address.
For International Students, this must be their home country.

c) Mailing – student’s campus or local address.

	Address
	The PO Box, residence hall and/or street address will be in these fields.  Address line 3 is only for certain foreign countries.

	Effective Date
	The date the address data for this address type became effective.

	Status
	The status of the address. Choices are Active or Inactive.

	Updated By
	Person who last updated.

	Update
	Date and Time stamp of last update.

	Edit/View Address Detail
	Select to see same information for that Address Type in a different window.

	Effective Date
	UW-Madison does not use this field in inquiry mode.

	Status
	UW-Madison does not use this field in inquiry mode.

	Country
	UW-Madison does not use this field in inquiry mode.

	Address
	UW-Madison does not use this field in inquiry mode.


Phone Numbers
Purpose and Path

Use this page to view all the available phone numbers for the student.

Follow this menu path:
>Campus Community >Personal Information >Biographical >Address/Phones >Phones
-OR-
>Campus Community >Personal Information >Add/Update a Person |Biographical Details|
   Phone

Phone Numbers Page and Field Descriptions

The Phone Numbers page looks like this:
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	Field
	Description

	Phone Type
	Describes the type of phone number displaying.

	Phone Number
	The phone number with area code.

	Extension
	Extension if any associated with the phone number.

	Country Code
	Numeric dialing code for the country of the phone number.

	Preferred
	The phone number the student is to keep up to date and selects as his/her main phone number.


Electronic Addresses
Purpose and Path

Use this page to view the students available e-mail address(s).  All students have a ‘@wisc.edu’ campus email account, and this is the account to which ALL official emails are sent.
Follow this menu path:
>Campus Community >Personal Information >Biographical >Address/Phones 
   >Electronic Addresses
-OR-
>Campus Community >Personal Information >Add/Update a Person |Biographical Details|
   Email
Electronic Addresses Page and Field Descriptions

The Electronic Addresses page looks like this:
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	Field
	Description

	Email Type
	Describes the type of email address.  The official e-mail address for students will be the @wisc.edu email assigned when the student activates their My UW-Madison account.  This will be identified as “CAMPUS” and will be checked as the preferred address.  This is the e-mail that will be used for all official University mailings and will appear on all e-mail lists generated by DoIT, SIS and the Query Library.

By default any preferred address that was not @wis.edu was changed to “HOME” when the conversion to this policy occurred in August 2004.  Students maintain their e-mail address through My UW-Madison but they cannot change the preferred CAMPUS e-mail.

	Email Address
	The student’s email address.

	Preferred
	If the person you are looking up is a student, the Campus @wisc.edu email is locked in as the ‘Preferred’ email.

The email used for official UW-Madison correspondence.

	URL Information
	UW-Madison does not use these fields.


Citizenship and Passport
Purpose and Path

Use this page to view the student’s home country and citizenship status.

Follow this menu path:
>Campus Community >Personal Information >Identification >Citizenship 
   >Citizenship and Passport
-OR-
>Campus Community >Personal Information >Add/Update a Person |Biographical Detail|
  Select Citizenship 
Citizenship and Passport Data Page and Field Descriptions

The Citizenship/Passport page looks like this:
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Special Note: 
International students will have two pages with the view bar showing 1 of 2.  One page will show the home country of the student and the citizenship status for that country.  The second row will display USA for the country and show the residency status in the US.  Since the country sorts alphabetically, the home country page will display when the page is opened.  You will need to select the next arrow or Last button in the view bar to verify the visa status for the student.

	Field
	Description

	Country
	Indicates the student’s home country, country which issued a visa for the student or the country which has granted citizenship to the student.  Non US citizens will have a second page with USA for the country.

	Citizenship Status
	Indicates the student’s citizenship relative to the country listed on the page.  Available statuses are:

Native: Students who were born in the in the country listed.

Naturalized: Students who have been granted US citizenship

Codes for non US citizens include: Alien Perm, Alien Temp, Alien, Not Indic, and Refugee.

	Passport Number
	The student’s passport number.

	Issue Date
	UW Madison does not use this field.
This is tracked by ISS in another software package.

	Expiration Date
	UW Madison does not use this field.
This is tracked by ISS in another software package.

	Country
	The student’s home country.

	State
	UW Madison does not use this field.
This is tracked by ISS in another software package.

	City
	UW Madison does not use this field.
This is tracked by ISS in another software package.

	Issuing Authority
	This field is filled in by default to say University of Wisconsin-Madison for purposes of International Student Services.

	Comment
	Data entered here by those with update capabilities.


Visa Permit Data
Purpose and Path

Use this page to view the type and status of the student’s visa.  Admissions initially enters this data.  International Student Services maintains this information.

Follow this menu path:
>Campus Community >Personal Information >Identification >Citizenship >Visa Permit Data
-OR-
>Campus Community >Personal Information >Add/Update a Person |Biographical Details|
  Select Visa/Permit Data 
Visa/Permit Data Page and Field Descriptions

The Visa/Permit Data page looks like this:
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	Field
	Description

	Country
	Country that issued the Visa.

	Type
	Type of document.

	Classification
	Document classification.

	Effective Date
	Date data last updated.

	Number
	Number associated with the document.

	Status
	Processing status of the document.

	Status Date
	Date of last change in status.

	Issue Date
	UW Madison does not use this field.
This is tracked by ISS in another software package.

	Duration
	UW Madison does not use this field.
This is tracked by ISS in another software package.

	Duration Type
	UW Madison does not use this field.
This is tracked by ISS in another software package.

	Date of Entry into Country
	UW Madison does not use this field.
This is tracked by ISS in another software package.

	Expiration Date
	The date the document expires.

	Issuing Authority
	This field is filled in by default to say University of Wisconsin-Madison for purposes of International Student Services.

	Issue Place
	UW Madison does not use this field.
This is tracked by ISS in another software package.

	Supporting Documents Needed
	UW Madison does not use this field.
This is tracked by ISS in another software package.


Emergency Contacts
Purpose and Path

Use this page to view emergency contact information for the student.

Follow this menu path:
>Campus Community >Personal Information >Biographical >Emergency Contacts
Emergency Contact Information Page and Field Descriptions

The Emergency Contact Information page looks like this:
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	Field
	Description

	Contact Name
	The person to contact in an emergency.

	Relationship
	Defines the relationship of the contact to the student (even though it says Employee).

	Primary Contact
	Indicates whether this person is the student’s primary contact.

	Same Address as Individual (check box)
	Will be checked if the emergency contact has the same address as the student.

	Same Phone as Individual (check box)
	Will be checked if the emergency contact has the same phone as the student.

	Country
	The country associated with the address below.

	Address
	Address for the emergency contact.

	Phone
	Telephone for the emergency contact.


Relationships: Person-to-Person Summary
Path and Purpose

The Person-to-Person Summary page shows known relationships, such as father, mother, spouse, and guardian.  Relationship information is entered by Admissions offices and Financial Aid.  
Relationship information for alumni is not maintained in SIS.

The Person-to-Person Summary page will also display any Academic Release information that the student has approved.  The Family Educational Rights and Privacy Act allows a student to release their educational records to a third party, such as a parent, guardian, or employer.  The student fills out a ‘Student Request For Release Of Academic Information’ form at:
http://registrar.wisc.edu/student_forms.htm  

To access the Person-to-Person Summary page, follow this menu path: 
>Campus Community >Personal Information >Biographical >Relationships 
    >Person-to-Person Summary
Person-to-Person Summary Page and Field Descriptions
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	Field
	Description

	Name
	The name of the relation.

	Related ID
	EmplID of the person to which they are related, if one exists.

	Relation
	Type of relationship or ‘Academic Release’.

	Joint Communication
	UW Madison does not use this field.  It will always display ‘N’.


Residency Data
Purpose and Path

Use this page to view the official residency decisions for tuition for the student.

Follow this menu path:
>Campus Community >Personal Information >Identification >Residency Data
Residency Data Page and Field Descriptions

The Residency Official 1 page looks like this: 
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	Field
	Description

	Academic Career
	All students belong to an academic career: Undergraduate, Graduate, Law, Medical, Pharmacy, Vetmed, or Univ Specials Students.

	Official Residency Data

	Institution
	‘UWMSN’ for UW-Madison.

	Effective Term
	The term to which the residency decision was made.

	Residency
	Possible options are: 
R – WI State Resident
U – Unknown (no decision) 
N – Non-Resident for Wisconsin. (includes international students)

	Residency Date
	The date on which the residency decision was made.

	Additional Residency Data

	Admissions Residency
	UW-Madison does not use this field but it will display as an ‘R’ for resident or ‘N’ for Non-Resident.

	Fin Aid Federal Residency
	Indicates the student’s residency status for tuition purposes.
Possible options are: 
R – Wisconsin State Resident
N – Non-Resident for Wisconsin
S – Minnesota Compact student

	Fin Aid State Residency
	UW-Madison does not use this field but it will display as an ‘R’ for resident or ‘N’ for Non-Resident.

	Tuition Residency
	Indicates the student’s residency status for tuition purposes.
Possible options are: 
R – Wisconsin State Resident
N – Non-Resident for Wisconsin
S – Minnesota Compact student

	Exception Fields
	UW-Madison does not use these fields.


Student Program/Plan
Purpose and Path

This component provides detailed information on the student’s degree objective and area of study, as well as any historical changes.

Follow this menu path:
>Records and Enrollment >Student Academic Information >Student Program/Plan
Important Page Information and Reminders

Academic Program and Plan are used to define the degree objective and area of study for the student.

· For Undergraduates the Academic Program defines the degree objective and the Academic Plan tracks the field of study.

· For undergraduates there can be a one to many relationship of programs to plans.  
For example, a student can have a BA program and multiple majors.

· For Graduate students, the Academic Program reflects the student’s area of study, and the Academic Plan reflects the student’s degree objective.  This makes it possible for a student to be admitted into the Grad School in multiple programs.

· For Graduate students, there is a one-to-one relationship of program to plan.

The table below provides some examples:

	CAREER

Undergraduate
	PROGRAM

Career Objective
	PLAN

Field of Study

	
	BA (General Course BA Degree)

ALS (Agriculture & Life Sciences)
	BA 121 (Botany BA)

ALS 866 (Rural Sociology)

	CAREER

Graduate
	PROGRAM

Field of Study
	PLAN

Degree Objective

	
	G054 (Agronomy)
	MS 054ALS (Agronomy MS)




Tips for using Program/Plan Page to verify a student’s declared major: 
The Student Program/Plan Page tracks the Academic Career, Academic Program, Academic Plan, and Academic Sub-Plan in which the student has been declared, currently is declared, or will be switching to in the future.  Tips include:

· Clear the Student Career Number field before starting a search for a different student.
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· If a search results in multiple rows of data, look at EACH unique Student Career Number 
for EACH Academic Career as shown below: 
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· Verify that you have only one student displayed by looking at the National ID# or Name.
· The Program in the Search Results will be sorted alphabetically not chronologically for each Student Career Number; therefore, you cannot assume the first Academic Program listed is the student’s current Academic Program.

· All rows associated with the same Academic Career and Student Career Number will display the most recent status for that Career Number when you select the row.

· You must check each row with a different Student Career Number for a given Academic Career to determine which rows have an “Active in Program” status and which may have been “Discontinued”.

· UCERT Program and AddtlUGMjr rows must be checked for Status.

· Check the Program Effective Date.

· Check the Program Status.  Look for “Active in Program”.

· Use the |Student Plan| tab to see Program and Plan on the same page.

· On the Student Plan page, check the second row counter bar (immediately above the Academic Plan field) to see if a student has multiple majors in a given Program.  
This row counter bar will display 1 of 2 (or more) if the student has a double major.

Student Program Page and Field Descriptions

The Student Program page looks like this:
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	Field
	Description

	Academic Career
	All students belong to an academic career: Undergraduate, Graduate, Law, Medical, Pharmacy, Vetmed, or Univ Specials Students.

	Student Career Nbr
	A sequencing number for a student with multiple programs.

	Icons for comments letter, etc.
	UW-Madison does not use these icons.

	Status
	The student’s current standing in the Academic Program.
Common entries include; Active in Program, Discontinued, and Completion of Program.

	Effective Date
	Date of the Program Action.

	Effective Sequence
	Used only in cases where more than one program action is entered on the same date.

	Program Action
	Code and definition for the type of change to the students Academic Program.
Some examples include: Activate and Program Change.

	Action Date
	The date when a change was made to this data.

	Action Reason
	Provides more detail regarding the Program Action.

	Joint Prog Appr
	UW-Madison does not use this field.

	Academic Institution
	‘UWMSN’ for UW-Madison.

	Academic Program
	For undergraduate students, Program indicates the degree the student is working towards (e.g. L&S has academic programs of BA or BS).  For graduate students, Program indicates their field of study.

	Admit Term
	The term in which the student is most recently admitted to the University.

	Requirement Term
	UW-Madison does not use this field.

	Expected Grad Term
	The term in which the student is estimated to graduate.  This estimate is based on the student’s academic level according to credit until the student reports his/her intent to graduate using My UW-Madison within three terms of the current term.  
If the Degree Checkout Stat field on the Student Degrees page displays Applied the Expected Grad Term is student reported data.

	Last Updated On:
	Date and time this row was last updated.

	By:
	User ID of last person to update this row.

	Campus
	Will always be ‘Main’.

	Acad Load
	Options include:  Full-time or Part-time. (based on how admitted)
Tip:  See Academic Load Exceptions page to see true picture.

	Admissions

	From Application 
(check box)
	Shows that the record was created by the matriculation process; thereby, ‘moving’ the record from Admissions to the Student Records side.

	Application Nbr
	Index number assigned to the students application by the system.

	Application Program Nbr
	Academic Program number.


Student Plan Page and Field Descriptions

The Student Plan page looks like this:
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	Field
	Description

	Academic Career
	All students belong to an academic career: Undergraduate, Graduate, Law, Medical, Pharmacy, Vetmed, or Univ Specials Students.

	Student Career Nbr
	A sequencing number for a student with multiple programs.

	Car Req Term
	UW-Madison does not use this field.

	Status
	The student’s current standing in the Academic Program.
Common entries include; Active in Program, Discontinued, and Completion of Program.

	Admit Term
	The term in which the student is most recently admitted to the University.

	Effective Date
	Date of the Program Action is effective.  Most often this is set to the beginning of the term.

	Effective Sequence
	Used only in cases where more than one program action is entered on the same date.

	Program Action
	Code and definition for the type of change to the students Academic Program.
Some examples include: Activate and Program Change.

	Action Date
	The actual date when a change was made to this data.

	Action Reason
	Provides more detail regarding the Program Action.

	Requirement Term
	UW-Madison does not use this field.

	Academic Program
	For undergraduate students, Program indicates the degree the student is working towards (e.g. L&S has academic programs of BA or BS).  For graduate students, Program indicates their field of study.

	Academic Plan
	For undergraduate students, Plan indicates Major, Certificate, or Minor.  For graduate students, Plan indicates the Degree they are working towards, Masters or Ph.D.

	Plan Sequence
	A sequence number used for students with multiple plans (depends on the order entered into the system).

	Degree
	The degree code associated with the plan, if applicable.

	Declare Date
	Actual date on which the Academic Plan was declared.

	Degree Checkout Stat
	Blank until the degree awarded.

	Requirement Term
	The term in which the student first began in the Academic Plan and the term used to determine college degree requirements.

	Student Degree Nbr
	An internal sequence number for the degree.  Only applicable if more than one degree is granted on the same date.

	Advisement Status
	Currently relevant only for MBA students.

	Completion Term
	The term the student completed this Academic Plan.


Student Sub-Plan Page and Field Descriptions

The Student Sub-Plan page looks like this:
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	Field
	Description

	Academic Career
	All students belong to an academic career: Undergraduate, Graduate, Law, Medical, Pharmacy, Vetmed, or Univ Specials Students.

	Student Career Nbr
	A sequencing number for a student with multiple programs.

	Status
	The student’s current standing in the Academic Program.
Common entries include; Active in Program, Discontinued, and Completion of Program.

	Admit Term
	The term in which the student is most recently admitted to the University.

	Effective Date
	Date of the Program Action is effective.  Most often this is set to the beginning of the term.

	Effective Sequence
	Used only in cases where more than one program action is entered on the same date.


	Program Action
	Code and definition for the type of change to the students Academic Program.
Some examples include: Activate and Program Change.

	Action Date
	The actual date when a change was made to this data.

	Action Reason
	Provides more detail regarding the Program Action.

	Academic Program
	For undergraduate students, Program indicates the degree the student is working towards (e.g. L&S has academic programs of BA or BS).  For graduate students, Program indicates their field of study.

	Academic Plan
	For undergraduate students, Plan indicates Major, Certificate, or Minor.  For graduate students, Plan indicates the Degree they are working towards, Masters or Ph.D.

	Requirement Term
	The term in which the student first began in the program and the term used to determine college degree requirements.

	Academic Sub-Plan
	A special area of study under the specified major usually called an option or an emphasis.

	Academic Sub-Plan Type
	Defines the type of sub-plan.  Types are: Option, Track, Honors.

	Declare Date
	The date on which the sub-plan was declared.

	Requirement Term
	The term in which the student first began in the Academic Sub-Plan and the term used to determine college degree requirements.


Student Attributes Page and Field Descriptions

The Student Attributes page looks like this:
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	Field
	Description

	Academic Career
	All students belong to an academic career: Undergraduate, Graduate, Law, Medical, Pharmacy, Vetmed, or Univ Specials Students.

	Student Career Nbr
	A sequencing number for a student with multiple programs.

	Status
	The student’s current standing in the Academic Program.
Common entries include; Active in Program, Discontinued, and Completion of Program.

	Admit Term
	The term in which the student is most recently admitted to the University.

	Effective Date
	Date of the Program Action.

	Effective Sequence
	Used only in cases where more than one program action is entered on the same date.

	Program Action
	Code and definition for the type of change to the students Academic Program.  Some examples include: Activate and Program Change.

	Action Date
	The date when a change was made to this data.

	Action Reason
	Provides more detail regarding the Program Action.

	Requirement Term
	UW-Madison does not use this field.

	Academic Program
	For undergraduate students, Program indicates the degree the student is working towards (e.g. L&S has academic programs of BA or BS).  For graduate students, Program indicates their field of study.

	Student Attribute
	After a student applies to graduate, this indicates which Commencement ceremony they wish to attend, if any.

	Student Attribute Value
	The term the student intends to attend the Commencement.
This may differ from their actual Expected Graduation Term.

	Primacy
	An internal key value.


Student Degrees Page and Field Descriptions

The Student Degrees page looks like this:
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	Field
	Description

	Academic Career
	All students belong to an academic career: Undergraduate, Graduate, Law, Medical, Pharmacy, Vetmed, or Univ Specials Students.

	Student Career Nbr
	A sequencing number for a student with multiple programs.

	Status
	The student’s current standing in the Academic Program.
Common entries include; Active in Program, Discontinued, and Completion of Program.

	Admit Term
	The term in which the student is most recently admitted to the University.

	Effective Date
	Date of the Program Action.

	Effective Sequence
	Used only in cases where more than one program action is entered on the same date.

	Program Action
	Code and definition for the type of change to the student’s Academic Program.
Some examples include: Activate and Program Change.

	Action Date
	The date when a change was made to this data.

	Action Reason
	Provides more detail regarding the Program Action.

	Academic Program
	For undergraduate students, Program indicates the degree the student is working towards (e.g. L&S has academic programs of BA or BS).  For graduate students, Program indicates their field of study.

	Requirement Term
	UW-Madison does not use this field.

	Degree Checkout Stat
	Used to indicate status of the students degree.  Some key codes:

Blank – The student has not reported expected graduation date in My UW-Madison; therefore, the Expected Graduation Term on the Student Program page is estimated.

Applied – The student has reported his/her intent to graduate. 
See the Expected Graduation Term on the Student Program page.
Note:  This is not used for Graduate students.
Awarded – The student’s degree associated with this program has been posted.

	Completion Term
	If awarded, final term for this program/plan; when degree posted.

	Degree Honors 1
	UW-Madison does not use this field.

	Degree Honors 2
	UW-Madison does not use this field.

	Degree GPA
	Populated at the time of degree posting.  Primarily used for undergraduates.


Academic Program Summary
Purpose and Path

This page summarizes an active student’s currently declared Programs/Plans/Subplans; 
this includes degrees sought, programs, majors, minors, certificates, and any options or tracks.
Follow this menu path:
>Records and Enrollment >Student Academic Information >Academic Program Summary
Academic Program Summary Page

The Academic Program Summary page looks like this:
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Major/Certificate Declaration/Cancellation History

Purpose and Path

This page tracks major and certificate declarations and cancellations made through the Major/Certificate Declaration/Cancellation workflow process.  You can view a student’s status and history of changes.  This will not display program to program transfers.
Follow this menu path:
>Records and Enrollment >Student Academic Information >Major Dec History

Major/Certificate Declaration/Cancellation History

The Major/Certificate Declaration/Cancellation History page looks like this:

[image: image40.png]Favorites  Main Menu > Records and Enroliment > Student Academic Information > Major Dec History

Major/Certificate Declaration/Cancellation History

Name 1D 0004 Campus ID

Customize | Find | View 411 & il

plan Plan Descr Sub-Plan  [Action Type |Action Level  [Declare Date |submittedBy |22t Status  |RO Process Date |ProcessedBy [RO Notes

‘Cambell Corey- 04111/12 04711112 ‘Cambell Corey-

1CERT432  MatCuitst Certificat  Declare oatiz012 eEtt ol Approred e e

test





	Field
	Description

	Plan
	Plan Code of request.

	Plan Descr
	Plan Description of request.

	Sub-Plan
	If sub-plan/option request, sub-plan code.

	Action Type
	Major/option or Certificate.

	Action Level
	Declare, Cancel, Revise Declaration Date, or Change Option (sub-plan).

	Declare Date
	Declaration Date to be used.

	Submitted By
	Name of person who submitted request.

	Date Submitted
	Date and time department submitted request.

	Status
	Current Status: Submitted, Approved, or Denied

	RO Process Date
	Date and time processed by registrar’s office.

	Processed By
	Name of Registrar’s Office processor.

	RO Notes
	If provided, Registrar Office processor’s notes display.


Session Dates and Deadlines (Tu, ti, eu)
Purpose and Path

This page provides information about the term and session parameters; such as description, category, session code, beginning and ending dates, and weeks of instruction and key deadlines.
Follow this menu path:
>Records and Enrollment >Dates and Deadlines >Session Dates and Deadlines
Session Dates and Deadlines Page and Field Descriptions
The Session Dates and Deadlines page looks like this:
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	Field
	Description

	Term
	A four-digit code representing century, year, and semester.
Semesters are as follows: Fall=2, Spring=4, Summer=6.
e.g. 1192=Fall 2018-2019, 1194=Spring 2018-2019.

	Term Begin Date
	The beginning date of the term.  This is different than the first day of class.

	Term End Date
	The end date of the term.  This is different than the last day of class.

	Academic Career
	All students belong to an academic career: Undergraduate, Graduate, Law, Medical, Pharmacy, Vetmed, or Univ Specials Students.

	Degree Confer Date
	Official Graduation day used when posting degrees for term.

	Academic Year
	Academic year of term.


	Session
	Determined by the meeting pattern of the course.

Identifies the length and weeks a class meets.  Regular sessions of full Fall and Spring terms are coded as A1.  Courses meeting less than the full semester have a 3-letter code representing the Begin week, Span, and weeks of Instruction.

· B
 =
The week the class begins meeting.

· S 
=
The number of weeks the class spans.

· I 
=
The number of weeks of instruction during that span.

For example, the DHE session begins in the 4th week of the full semester, spans 8 weeks, and has 5 weeks of instruction.

	Session Begin Date
	First day of session code.

	Session End Date
	Last day of session code.

	DR/W Transcript Notation Date
	Last day through which student can Drop Courses or Withdraw from University without DR or W grade notation on Transcript.

	Add Class/Add Wait List Deadline
	Last day through which student can Add Courses without Departmental approval and last day to get on available wait lists.

	Tuition 100% Refund
	Last day for 100% tuition adjustment on dropped classes.  If blank, the tuition adjustment calendar for the term/session has not been created yet.

	Tuition 50% Refund
	Last day for 50% tuition adjustment on dropped classes.  If blank, the tuition adjustment calendar for the term/session has not been created yet.

	Tuition 25% Refund
	Last day for 25% tuition adjustment on dropped classes.  If blank, the tuition adjustment calendar for the term/session has not been created yet.

	Drop Class Deadline
	Last day to Drop Courses.


Term Search
Purpose and Path

This page group provides an overview of each term that the student was in attendance, has completed registration, or will be eligible to register in the future.  This page is a particularly good place to find if a student is a dissertator; if so, Form of Study will equal DISR.    This page also displays if a student is a ‘first’ year student and counts how many terms they have enrolled.
Follow this menu path: 
>Records and Enrollment >Student Academic Information >Term Search

Term Search Page and Field Descriptions

The Term Search page looks like this:
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	Field
	Description

	Term
	A four-digit code representing century, year, and semester.
Semesters are as follows: Fall=2, Spring=4, Summer=6.
e.g. 1192=Fall 2018-2019, 1194=Spring 2018-2019.

	Term Description
	Displays every term in which a student is enrolled or eligible to enroll.  To view dates associated with a term, use Session Dates page.

	Career
	All students belong to an academic career: Undergraduate, Graduate, Law, Medical, Pharmacy, Vetmed, or Univ Specials Students.


	Program
	For undergraduate students, Program indicates the degree the student is working towards (e.g. L&S has academic programs of BA or BS).  For graduate students, Program indicates their field of study.

	End Term Level
	The student’s academic level projected to the end of the term.

	Term Cred Earned
	The number of credits earned that term.

	Term Cred in Prog
	The number of credits in which the student is enrolled for in the current term or future term.

	Audit
	If student auditing, displays number of enrolled audit credits.

	Trans/Oth Cred
	Advanced Standing Credits, transfer and other credits including such things as test (AP, for example) and retro credits.

	Cum Cred
	The total number of credits earned through that term.

	Load
	Academic load.  Choices include: Full-Time, Part-Time, or No Units. This field reflects adjustments made for International students who have been approved for a study load exception by the International Students and Scholars Office.

	Load Excpt
	A student who has been approved for a full time credit load which differs from the normal standard will have a ‘Y’ entered in this column.  Select ‘Y’ to link to the Academic Load Exceptions page and navigate to find the correct term exception. Close when done.

	Form of Study
	Indicates whether a student is a dissertator “DISR”, otherwise, it will be populated with “ENRL” for enrolled.

	Study Agree
	A code is entered in this field indicates if the student participated in a UW-Madison sponsored study abroad program.  See the External Study page for more detail.

	Elig to Enroll
	A “Y” indicates the student is eligible to enroll for the term.

	Reg?
	A “Y” indicates the student has enrolled for at least 1 credit that term.
A blank indicates no, they never registered.

	With/Can
	Indicates if the student enrolled or withdrew for the term.
NWD = enrolled
NWD = withdrawal was denied*
WDR = withdrew; withdrawal approved and processed*
WDR = withdrew prior to 9/12, pre electronic withdrawal process
WDR Requested = withdrawal requested but still pending approval*
* Select link to view Withdrawal Request page; close when done.


Undergrad Year Count Page and Field Descriptions

Beginning with Spring 2010 (1104), SIS will record each term a student is enrolled and determine first year status.
The Undergrad Year Count page looks like this:

[image: image43.png]Favorites . Main Menu > Records and Enrolment > Student Academic Information > Term Search

Teim Search || Una

Name: 0
Campus ID:
Undergraduate R BA  General Course-BADegree

&y

rm [Term Descrition [AdmitType [Wdraw €

1112 2010Fall Aot NWD.

1104 2010 Spmg UGRD 1 First AR NWD.





	Field
	Description

	Term
	A four-digit code representing century, year, and semester.
Semesters are as follows: Fall=2, Spring=4, Summer=6.
e.g. 1192=Fall 2018-2019, 1194=Spring 2018-2019.

	Term Description
	The term spelled out in year and semester: Fall, Spring, Summer.

	Career
	All students belong to an academic career: Undergraduate, Graduate, Law, Medical, Pharmacy, Vetmed, or Univ Specials Students.

	Term Count
	Counts each term an undergraduate has enrolled.

	Year Count
	Marks ‘First’ for the first two non-summer registered terms.

	Admit Type
	Indicates how the student was admitted.
FYR=First year applicant 
TRF=Transfer 
RAD=readmit
RET=returning

	Wdraw Code
	Indicates if the student withdrew for the term.
NWD = enrolled
WDR = withdrew
ADM = administrative withdrawal (Dean of Students)


External Study
Purpose and Path

Use this component to view participation in UW-Madison Study Abroad programs.

Follow this menu path:
>Records and Enrollment >Student Academic Information >Term Activate a Student
External Study Page and Field Descriptions

Use this page to view a student’s participation in UW-Madison Study Abroad & Exchange programs.

The External Study page looks like this:
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	Field
	Description

	Academic Career
	All students belong to an academic career: Undergraduate, Graduate, Law, Medical, Pharmacy, Vetmed, or Univ Specials Students.

	Academic Institution
	‘UWMSN’ for UW-Madison.

	Term
	Term(s) in which the student is studying abroad.  The Term field shows the term the student is going to be gone.  This could span two terms.  To see the second term, you need to use the row counter arrows.  The Start Date and End Date fields show the actual dates the student will be abroad.

	Primary Academic Program
	For undergraduate students, Program indicates the degree the student is working towards (e.g. L&S has academic programs of BA or BS).  For graduate students, Program indicates their field of study.

	External Org ID
	Displays administering unit of program.  
Used for Committee on Instructional Cooperation (CIC), 
Office of International Student Programs (OISP), etc.

	Country
	The country where the student will be studying.

	Study Agreement
	The name of the program in which the student will be enrolled.

	Start Date
	Beginning date of the program.

	End Date
	Ending date of the program.


Dean’s Action
Purpose and Path

This page provides detail regarding Dean’s Actions.

Follow this menu path:
>Records and Enrollment >Student Academic Information >Dean's Action
Dean’s Action Page and Field Descriptions

The Dean’s Action page looks like this:
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	Field
	Description

	Academic Career
	All students belong to an academic career: Undergraduate, Graduate, Law, Medical, Pharmacy, Vetmed, or Univ Specials Students.

	(Unlabeled text area)
	A text area that shows the effective date and the text of the action.



Important Page Information and Reminders

This page displays only Dean’s actions.  Academic honors actions are seen on the Honors and Awards page.  Academic probationary actions (created at the end of each semester) are recorded on the Term History |Academic Standing| tab.
Term Credit Override (alone,me,ei)
Purpose and Path

Various offices have the ability to override pre-established maximum enrollment limits for a student in Fall, Spring, or Summer terms.  You can view if a student has been given override permission as well as a minimum credit load on the Term Credit Override page.

Follow this menu path:
>Records and Enrollment >Dean/Dept Processing >Term Credit Override
Term Credit Override Page and Field Descriptions

The Term Credit Override page looks like this:
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	Field
	Description

	Academic Career
	All students belong to an academic career: Undergraduate, Graduate, Law, Medical, Pharmacy, Vetmed, or Univ Specials Students.

	Academic Institution
	‘UWMSN’ for UW-Madison.

	Term
	A four-digit code representing century, year, and semester.
Semesters are as follows: Fall=2, Spring=4, Summer=6.
e.g. 1192=Fall 2018-2019, 1194=Spring 2018-2019.

	Primary Academic Program
	Student’s primary academic program for this term.

	Academic Group
	Academic Group of student’s academic program.

	Approved Academic Load
	Academic load approved for this term (e.g., full-time, part-time).

	Override Unit Limits
	If unchecked, the student has not been given permission to override credit load.

If checked, the student has been given permission to override credit load.  See fields below for unit load approved.

	Max Total Units
	Maximum number of credits a student can enroll in.

	Min Total Units
	Minimum number of credits a student must be enrolled in effective the first day of class.

	Authorizing Offices
	The office that last authorized the override is selected.
e.g. Academic Dean, Athlete, ISS-SEVIS, ROTC


Academic Load Exceptions
Purpose and Path

For purposes of the National Student Loan Clearinghouse (NSLC) and the Student Exchange and Visitors Information System (SEVIS), the Registrar’s Office reports some students as full-time even though they are carrying less than a ‘normal’ full-time load; for example, graduate student teaching assistants.

Follow this menu path:
>Records and Enrollment >Student Academic Information >Academic Load Exceptions
Academic Load Exceptions Page and Field Descriptions

The Academic Load Exceptions page looks like this:
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	Field
	Description

	Term
	Term for which the load exception is applicable.

	Exception Type
	The reason for the exception.

	Expected Full-Time Units
	The expected full time units for this exception.

Examples: 33% TA = 6 expected full time units

	Total Current Units
	This is a calculation of units from the following categories: 
unit taken gpa + unit taken no-gpa + unit in progress gpa + 
unit in progress no-gpa


	Calculated Academic Load
	If the Total Current Units are equal to or greater than the Expected Full-Time Units, then the Calculated Academic Load is Full Time.  If the Total Current Units are less than the Expected Full-Time Units, then the Calculated Academic Load is either Less than ½ Time or Half Time.

	Comments
	May or may not have data.  This may indicate when a student has multiple load exceptions for a term.


Student Enrollment History (ei, alone, eu)
The Student Enrollment History component is used primarily by Dean’s Offices to:

· Verify that a student had been enrolled or attempted to enroll in a specific course or to determine that a student dropped a course in error and needs to re-enroll.

· Verify if and when a Course Change Form was processed by the Registrar’s Office.

· Verify actual enrollment activity attempts, helpful in special circumstances.

· Verify error message student received when attempting to enroll.

Viewing Student Enrollment History

To view a Student’s Enrollment History, follow the steps below:

	Step
	Action
	Result

	1. 
	Select from your Main Menu:

>Records and Enrollment

>Student Academic Information
>Student Enrollment History
	The Enrollment Trail page displays.
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	2. 
	Use the SIS ID magnifying glass look up to locate the student’s ID.

Look up and select appropriate student.
	The student’s SIS ID appears on the Enrollment Trail page.

	3. 
	Enter Term.
	Term number displays.



	4. 
	If you wish to limit your search to a specific type of enrollment action, select from the drop-down list desired Enroll Request Action.
	Enroll Request Action field is filled in.



	5. 
	If you wish to focus on the action of a specific enrollment component, enter Enrollment Class Nbr.
	Enrollment Class Nbr. field is filled in.

Tip:
If the Class Nbr is unknown, use the magnifying glass look up to find the number.

	6. 
	Select [Search].
	The Search Results page displays if there is a match.
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	7. 
	Use the Vertical and Horizontal scroll bars to view all student enrollment history fields.
	Note:
The rows display in ascending 
System Date Time order; you can sort the columns differently, by selecting the desired column heading.

Reference Student Enrollment History Field Descriptions for full description of these columns.

	8. 
	If you are unsure of what the columns or error message mean, select [image: image50.bmp] button at the top of the page.
	Web page displays with summary of column codes.

Note:
See all Enrollment Error Messages here:   http://kb.wisc.edu/helpdesk/page.php?id=19277


Student Enrollment History Search Results Field Descriptions

The table below describes the fields found on the Student Enrollment History Page:
	Field
	Description

	[image: image51.bmp]
	Displays web page of student enrollment messages.

	Empl ID (SIS ID)
	Number generated by the system.  It is a unique identifier for a student and will never be changed throughout the individual’s relationship with the University.  This is not the same as Campus ID.

	Enroll Status
	Indicates the result of the enrollment action.

Success
Errors
Messages (success)
Pending  (transaction saved but not submitted)

(Dates & times aren’t displayed when action is pending.)

	Error Message
	The first error message number received while trying to enroll.

Tip: 
Select [image: image52.bmp] to see error message descriptions.

	Enroll Action
	Indicates the type of action taken.

Enroll
Enroll – WL (wait list)
Drop
Drop - WL
Swap
Swap - WL
Norm Maint (honors/credits)
Chg WL Pos
Change Grade
Remove Grade
Add Grade

	System Date Time
	Identifies the date and time that the action was taken in the system.

	Enroll Action Date
	Will generally match the System Date Time unless it is changed for the express purpose of adjusting the student’s record such as a “backdate”.  This field may be blank if the Office of the Registrar’s staff enters no date.

	Enrollment Class Nbr
	***Please Note: Currently class sections are not displayed through this page; i.e. lectures, discussions, etc.  To reference the class sections that correspond to the Enrollment Class Number in your results, go to >Curriculum Management >Schedule of Classes >Update Sections of a Class>|Class Enrollment Limits|.

	Swap to Class
	Enrollment class number swapping into.

	Subject Area
	Identifies the Academic Department.  It is usually a three-digit numeric value.

	Catalog Nbr
	The course number in a Subject Area as described in the Course Catalog.

	Session
	Session of enrollment number.

	Related Class 1 & 2
	Currently, these fields display only non-auto enroll components or optional components.  Future adjustments to this page may allow for all related components, such as those that are auto-enrolled, to be viewed.

	Grading Basis
	ADM =
Administrative Grading
AUD =
Audit
CNC =
Credit/No Credit
GRD =
Graded
NCA =
No Credit Associated
NON =
Non-graded Component
NUM =
Numerical Grading
PF =
Pass/Fail
PRG =
Progress, 1st in sequence
SUS =
Satisfactory/Unsatisfactory
WDR =
Withdrawal-Retroactive

	Units Taken
	The number of credits/units which the student is enrolled.

	Honors
	HON
=
Honors Only Courses 
HOP
=
Accelerated Honors
HIA
=
Honors Optional
Blank
=
no honors is offered

	Honors Option
	Y = 
Yes
N = 
No
Blank =
no honors option is offered

Continues on next page…

	Enroll Reason
	Reason codes that correspond to Enrollment Actions indicating the reason for the action.  This field is not populated if the action is taken through the enrollment system.  Actions processed via course change request or class roster section change request often have reasons.

ADD =
Administrative Add
DEAN =
Dean’s Action Credit Override
SDRP =
Student Drop
HNRS =
Add Honors
SECT =
Section Change
NHNR =
Delete Honors
UNIT =
Unit Change
OVR =
Unit Override
GBAS =
Grade Basis Change
CAR =
Career Change
LATE =
Late Add/Drop
ADRP =
Administrative Drop
CNCL =
Cancel Enrollment
WDRW=
Withdrew

	Enroll Source
	SE =
Self-Service (Web Enrollment)
E = 
Enrollment Engine
QE = 
Quick Enroll (Office of the Registrar)
CC =
Cancelled Section Engine
WD =
Withdraw Engine

	Student’s Academic Career
	UGRD =
Undergraduate
GRAD =
Graduate
VMED =
Veterinary Medicine
PHAR =
Pharmacy
LAW =
Law
MED = 
Medicine
USPC =
University Special Student

	User ID
	Displays the student’s OPERID.

You may notice some other ID codes, some examples:
IVR001 =
Touchtone Enrollment System
WEB001=
Web Enrollment System
Any other code will represent the SIS ID of the person responsible for executing the action.


Enrollment Detail & Grid (ei, eu)
Purpose and Path

This page provides detailed information about a student’s enrollment for a specific term.

Follow this menu path:
>Records and Enrollment >Student Academic Information >Enrollment Detail
Enrollment Detail Page and Field Descriptions

The Enrollment Detail page looks like this:
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Important Page Information and Reminders

· If a student is on any Wait List, those classes display first, followed by enrolled sections.
If a student has dropped any sections as of the first day of class, dropped sections display last.
· If Session displays something other than “regular” for a fall or spring term, it means this is a modular course.

· This page displays only one term at a time.  The easiest way to view a different term for the same student is to use [Return to Search], or if shown, use the [Previous in List] or [Next in List] button.  
	Field
	Description

	Term
	The term in which the student is/was enrolled.

	Career
	All students belong to an academic career: Undergraduate, Graduate, Law, Medical, Pharmacy, Vetmed, or Univ Specials Students.

	Units Taken
	Number of credits student is enrolled in for the selected term.

	Class Nbr
	A unique 5-digit number automatically assigned to each section. This number can be used for student enrollment.

	Look Up
 [image: image55.bmp]
	When selected, the look up will display more detail about the time and location of the course as shown below:
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Note:  To exit the Class Meeting/Instructor page, select [Return].

	Subject
	The department through which the student enrolled.

	Catalog
	Course number (e.g. Math 111).

	Session
	Session in which the course was taken.

	Sect
	The specific section number student enrolled in.

	Component
	The type of section (e.g. lecture, discussion, seminar, lab, etc.)

	Status
	Displays ‘Waiting’ if student on wait list for this section.
Displays ‘Enrolled’ if student taking this section.
Displays ‘Dropped’ if student is no longer taking this section.

	Honors
	For non-honors sections, this field displays as blank.
For honors sections, this field displays as a ‘Y’ for Yes if the student is taking the section for ‘Honors’ and as an ‘N’ for No if the student is not taking the section for honors.

	Units Taken
	The number of credits for that course section.

	Add Date
	Date student enrolled in course.

	Drop Date
	Date student dropped course.

	Transcript Date
	Date of drop if different than Drop Date to be reflected on transcript.

	Grid
	When selected, the student’s Enrolled course grid for that particular term will display in a new window as shown below.
To change Display Options, select desired display options and select [refresh grid].

To exit, close the window when done viewing.
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Grade Detail
Purpose and Path

This page provides an overview of the student’s grades by term.  
Only the graded components display.
Follow this menu path:
>Records and Enrollment >Student Academic Information >Grade Detail

Grade Detail Page and Field Descriptions

The Grade Detail page looks like this:

[image: image58.png]e

G

Name. 0: Campus D:
Term: 20098pmg  C2*eR undergrad UW-Hadison

Class Graging  Units

Number Subject  Catalog ~ Session  Section  Grade Honors: Basis Taken

52756 ASTRON 103 Regular 409 [} N Graded 200
‘The Evoling Universe Discussion

50218 HISTORY 307 Regular 304 A Graded 400
Aistory of Rome. Discussion

55020 HISTORY 600 Regular 006 A N Graded 200
Advanced Seminar in History Seminar

56106 JEWISH 515 Regular 001 8 Graded 200
Holocaust: Hist, Memory & Educ Lecture






	Field
	Description

	Term
	The specific term, semester, that you are inquiring on for grades.

	Career
	All students belong to an academic career: Undergraduate, Graduate, Law, Medical, Pharmacy, Vetmed, or Univ Specials Students.

	Class Number
	The number used by the Enrollment system.

	Subject
	Department in which the course is offered.

	Catalog
	Course number (e.g. Math 101).

	Session
	Session in which a course was taken.

	Section
	A code number indicating whether the course included lecture, discussion, seminar, lab, etc.

	Grade
	The posted grade for the associated course.

	Honors
	For non-honors sections, this field displays as blank.
For honors sections, this field displays as a ‘Y’ for Yes if the student is taking the section for ‘Honors’ and as an ‘N’ for No if the student is not taking the section for honors.

	Grading Basis
	Tells whether the course was taken on a Graded (A-F), pass/fail, audit, Satisfactory/Unsatisfactory, or credit/no credit basis.

	Units Taken
	The number of credits for that class/section.


Grade Changes
Purpose and Path

This page provides you a way to see completed grade changes as well as grade changes that have been submitted but not yet completely processed.

Follow this menu path:
>Records and Enrollment >Student Academic Information >E-Grade Changes

E-Grade Changes Page and Field Descriptions
The E-Grade Change Detail page looks like this:
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	Field
	Description

	Term
	Term in which student was enrolled in the requested course grade change.
A four-digit code representing century, year, and semester.
Semesters are as follows: Fall=2, Spring=4, Summer=6.
e.g. 1192=Fall 2018-2019, 1194=Spring 2018-2019.

	Class Number
	Class number of the requested course grade change.

	Subject
	Subject number (department) of the requested course grade change.

	Catalog nbr
	Catalog number of the requested course grade change.

	Section
	Section number of the requested course grade change.


	Career
	Career of the student at time of course enrollment.

	Program
	Program of student at time of course enrollment.

	Original Grade
	Original grade first entered on Grade Roster.

	Changing Grade To
	The grade to be assigned.
Note: 
Only the most recent grade change will appear 

if the instructor requested multiple changes.

	Official Grade
	The grade currently on the student’s record.

	Work Completed Date
	Date student completed the work.

	Reason for Change
	Reason for grade change based selection from a list of standard valid reasons.

	Grade Change Submitted by
	Name of instructor who submitted grade change.

	Date Submitted
	Date instructor submitted the grade change request.

	Approved\Denied Status
	Displays ‘Change Approved’ or ‘Change Denied’ at the Dean’s office level.

	Approved\Denied Date
	Displays date the change was approved or denied at the Dean’s office level.

	Grade Change Approved\Denied By
	Displays name of the Deans office person who approved or denied the grade change.

	Processed By RO Staff
	Once the Registrar’s Office processes the approved grade change, you will see the date and time processed and the Grade becomes official.


GPA Summary
Purpose and Path

This page provides an overview of the student’s GPA, Grade Point Average.

Follow this menu path:
>Records and Enrollment >Student Academic Information >GPA Summary

GPA Summary Page and Field Descriptions

The GPA Summary page looks like this:
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	Field
	Description

	(unlabeled row)
	Displays the student’s academic career, year, and program.

	Code
	A four-digit code representing century, year, and semester.
Semesters are as follows: Fall=2, Spring=4, Summer=6.
e.g. 1192=Fall 2018-2019, 1194=Spring 2018-2019.

	Term
	The full name of the term associated with the code.

	Program
	For undergraduate students, Program indicates the degree the student is working towards (e.g. L&S has academic programs of BA or BS).  For graduate students, Program indicates their field of study.

	Year
	Indicates the student’s academic level.

	Term GPA
	The student’s grade point average in the specified term.

	Cum GPA
	The student’s grade point average up to and including specified term.

	Term Cr
	The number of credits taken in the specified term.  Can include credits such as transfer and AP as they are placed on a specific term.

	Cum Cr
	The number of credits the student has taken up to and including the specified term, including all advanced standing credits.

	Career
	The student’s Career during the specified term (e.g. ugrd, grad).


Term History
Purpose and Path

This component provides a summary of information regarding a student’s enrollment.

Follow this menu path:
>Records and Enrollment >Student Academic Information >Term History
Term Statistics Page and Field Descriptions
Use this page to view a summary of the student’s academic record for a term.

Among other things, this page shows the student’s academic level at the beginning of the term displayed (in the field Academic Level – Term Start).

The Term Statistics page looks like this:
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	Field
	Description

	Institution
	‘UWMSN’ for UW-Madison.

	Academic Level – 
Term Start
	The student’s year in school at the beginning of the term displayed. (e.g. FR = Freshman, JR = Junior)

	Term
	The term in which the student was enrolled.

	Enrollments

	Graded Units:
For GPA



Not for GPA
	Number of credits that count towards the student’s GPA.  
Note: Transfer credits generally are not included in GPA.
Number of credits earned in Madison courses that are not included in the GPA.

	Grade Points
	Total number of grade points for this term.

	GPA
	Grade point average for this term.

	Earned Units
	Number of credits passed (earned) this term.

	In Progress Units
For GPA



Not for GPA
	Number of graded credits that the student is currently taking for which a grade has not yet been assigned. 
Number of ungraded credits that the student is currently taking for which earned credit has not been assigned.

	Units Taken Towards Acad Load
	Number of credits going towards a student’s academic load for the term displayed (used to calculate their level).

	Units Earned Towards Acad Load
	Number of credits that have been granted towards a student’s academic load for the term displayed (used to calculate their level).

	Units taken For Audit
	Number of credits taken for audit.

	Transfer Credit 
Note:  This area will usually only contain zeros since UW Madison does not assign grades to incoming transfer work.  EXCEPTION: “internal” transfer work that has been transferred from one career to another.  For example, any work taken as a Special Student which is subsequently transferred in to an undergraduate career will show up in this area as transfer work, since it does carry GPA affect.

	Graded Transfer Units…
	Usually will be zero since we don’t grade transfer work.  
For internal transfer work, it will show a total of the earned credit.

	For Units Only
	Total of all ‘transfer’, ‘test’, & ‘other’ credits that have been granted to a student in a given term.

	Units Adjustment
	UW-Madison does not use this field.

	Total Adjusted Transferred Units
	Same as ‘For Units Only’.  Total of all ‘transfer’, ‘test’, & ‘other’ credits that have been granted to a student in a given term.



	Combined (Enrollment +Transfer Credit Units)
Same as ‘Enrollments’ section above. 

	Combined Earned Units GPA / No GPA
	All the Madison credits for the term that the student has earned.

	Transfer Credit For Units Only
	All the Transfer credit for the term the student has earned.

	Transfer Credit Units Adj
	UW-Madison does not use this field.

	Total Term Units
	All of the credit (Madison, transfer, test, and other) that the student has earned in the term.


Cumulative Statistics Page and Field Descriptions
Use this page to view a term-by-term summary of the student’s cumulative academic record.

Important Page Information and Reminders

· Use the row counter toolbar to view cumulative statistics for each term.

· The value in the GPA field identifies the student’s overall GPA up to and including the term displayed.  To see the most recent GPA, view the most recent term.

· The Reset Cum Stats at Term Start field allows the university to reset the cum statistics back to zero.  For example, this could be done in the Medical School for 3rd and 4th year students.
· Unlike the Term Statistics page, this page shows the student’s academic level at the end of the term displayed.

The Cumulative Statistics page looks like this:
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	Field
	Description

	Institution
	‘UWMSN’ for UW-Madison.

	Academic Level–Term End
	Year at the end of the term displayed.

	Term
	Cumulative stats for this term and prior terms.

	Reset Cum Stats at Term Start
	Allows the university to reset the cumulative statistics back to zero.  For example, this could be done for 3rd and 4th year Med students.

	Enrollments, Transfer Credit, Combined….

Descriptions similar to Term Statistics Page and Field Definitions.  The only change is that this page shows CUMULATIVE statistics for a specific Academic Career based on the term being viewed and all prior terms.


Term Withdrawal Page and Field Descriptions

Use this page to view the withdrawal record for the student.

The Term Withdrawal page looks like this:
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	Field
	Description

	Academic Career
	All students belong to an academic career: Undergraduate, Graduate, Law, Medical, Pharmacy, Vetmed, or Univ Specials Students.

	Academic Institution
	‘UWMSN’ for UW-Madison.

	Term
	The term to which the withdrawal applies.

	Academic Level – Term Start
	The student’s year at the beginning of the term displayed.

	Pro-Rata Eligible
	UW-Madison does not use this field.

	Withdrawal\Cancel
	The field displays if the student has withdrawn.

	Withdrawal\Cancel Reason
	Gives the reason why the student has withdrawn (e.g. personal or non-payment of fees, etc.).

	Withdrawal\Cancel Date
	Date on which the withdrawal is effective.

	Last Date of Attendance
	Generally the same as the withdrawal/cancel date.

	Override Withdrawal Schedule
	Used by update users to override default withdrawal schedule.


Academic Standing Page and Field Descriptions

Use this page to view current and past end of semester academic standing actions.

Important Page Information and Reminders

· This page shows probationary-type actions, including such things as probation, strict probation, warning, etc.

· This page may initially look blank.  Since these actions are term related, you may have to use the view all tool to see actions associated with this student.

· A sample of some of these actions follows:

Sampling of Academic Standing Actions

	Standing Action
	Description
	Status

	CLR
	Cleared of Previous Action
	Good Standing

	CLRB
	Cleared Probation
	Good Standing

	CLRP
	Cleared of Prior Action
	Good Standing

	DROP
	Dropped
	Dismissed

	GOOD
	Good Standing
	Good Standing

	MNC
	May Not Continue
	Dismissed

	MOP
	Must Obtain Permsn to Continue
	Subject to Dismissal

	PRO
	Probation
	Probation

	PROR
	Readmitted on Probation
	Probation

	SPR
	Strict Probation
	Probation

	WRN
	Warning
	Subject to Dismissal

	WRNG
	Warning GPA
	Good Standing


The Academic Standing page looks like this:
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	Field
	Description

	Academic Career
	The type of degree a student is pursuing.  All students belong to an academic career: Undergraduate, Graduate, Law, etc.

	Term
	The term in which the action is effective.

	(unlabeled)
	Academic Institution – will always be UW-Madison.

	Effective Date
	The date on which the action is effective.

	Effective Sequence
	A sequence number used for multiple actions with the same date.

	Manual Override 
(check box)
	Normally actions are placed as a result of a process that runs after grade reporting.  This will be used during the semester when an action is placed manually.

	Academic Program
	For undergraduate students, Program indicates the degree the student is working towards (e.g. L&S has academic programs of BA or BS).  For graduate students, Program indicates their field of study.

	Academic Standing Action
	A code that identifies the action.

	Formal Description
	A formal description of the action.

	Internal Description
	Same as formal description.

	Academic Standing Status
	PeopleSoft delivered field.

	User ID
	SIS Empl ID number and name of person who entered the action.

	Action Date
	The date the action was entered into the system.


Test Credits
This page provides information regarding college credit standardized testing, such as:

· Advanced Placement (AP) credit, their UW equivalent course, and units transferred.

· International Baccalaureate (IB) Credit, their UW equivalent course, and units transferred.

· CLEP, their UW equivalent course, and units transferred.

· UW Placement Tests taken.

· Retroactive Foreign Language (FL) Credits and units transferred after 2001.

Follow this menu path:
>Records and Enrollment >Student Academic Information >Test Credits

The Test Credits Details page looks like this:
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The Test Credits – Test Credit by Term page looks like this:
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Transfer Credits
This page displays information regarding:

· Transfer credits from other schools and their UW Equivalencies & units transferred.

· Internal credit transfers between Careers.

Follow this menu path:
>Records and Enrollment >Student Academic Information >Transfer Credits

The Transfer Credits Transfer Course Details page looks like this:
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The Transfer Credits Transfer Summary page looks like this:
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Other Credits
This page provides information regarding:

· Credit by Exam and units transferred.

· Credit by Department Recommendation and units transferred.

· Retroactive Language Credits and units transferred prior to 2002.

Follow this menu path:
>Records and Enrollment >Student Academic Information >Other Credits

The Other Credit Detail page looks like this:
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The Other Credit by Term page looks like this:
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Placement Test Scores
Purpose and Path

Use the Placement Test Scores to view test scores and dates for ACT, SAT, LSAT, AP, TOEFL, and UW System Placement, such as English and Math placement and Foreign Language.  All tests submitted to UW-Madison electronically are listed on this page.  This page allows you to view the course the student placed into based on their UW placement scores.
Follow this path:
>Records and Enrollment >Student Academic Information >Placement Test Scores

Placement Test Scores Page

The Placement Test Scores page looks like this:
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Rank by Term
Purpose and Path

This page displays the undergraduate student’s class rank for each term.

Follow this menu path: 
>Records and Enrollment >Student Academic Information >Rank by Term

Important Reminders for this Page

The class rank page displays a point in time report of class rank.  Class rank is calculated and posted only once for each term shortly after grades are posted.  Grade changes for an individual student do not cause anything on this page to be recalculated.

Rank by Term Page and Field Descriptions

The Rank by Term page looks like this:
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	Field
	Description

	Term
	Term for which the rank is posted.

	Short Desc
	Description for the term.

	Class Rank
	The student’s rank in their cohort group of academic level by school or college at the time the rank was calculated.  (Low # better)

	Of
	The total number of students in the academic level for the school or college at the time the rank was calculated.

	Percentile
	The student’s percentile rank in their cohort group of academic level by school or college at the time the rank was calculated. 
(High # better)

	Academic Group
	The academic group for which the rank was calculated.

	Cum GPA
	The students cumulative GPA at the time the rank was calculated.


Honors and Awards
Purpose and Path

Use this page to view academic honors actions.  
This page may also record external honors received by alumni.

A list of Honors and Awards include:

· DNHHL

Dean’s High Honors

· DNHL

Dean’s Honor List

· DNLST

Dean’s List

· DLLAW

Dean’s List Law School

· HHNRL

High Honor Roll

· HNRRL

Honor Roll

· SOHHNR

Sophomore High Honors

· SOPHNR

Sophomore Honors

· SOHNRH

Sophomore Honors – Honors Prog

Follow this menu path:
>Records and Enrollment >Student Academic Information >Honors and Awards
Honors and Awards Path and Field Descriptions

The Honors and Awards page looks like this:
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	Field
	Description

	Internal/External
	Indicates whether an honor is internal to or external. 
Internal is used to indicate Dean’s List. 
External is currently only used by alumni records.

	Date Recvd
	Date the student received the honor or award.

	Academic Institution
	‘UWMSN’ for UW-Madison.

	Honor/Award
	Name or type of the honor/award.

	Formal Description
	Formal title of the honor/award.

	Grantor
	Granting agency in the case of an external award.

	Career
	All students belong to an academic career: Undergraduate, Graduate, Law, Medical, Pharmacy, Vetmed, or Univ Specials Students.

	Term
	The term in which the honor was granted.

	Academic Program
	For undergraduate students, Program indicates the degree the student is working towards (e.g. L&S has academic programs of BA or BS).  For graduate students, Program indicates their field of study.

	Tran Level
	Type of transcript on which the honor is shown.

	Academic Plan
	UW-Madison does not use this field.

	System Generated
	UW-Madison does not use this field.

	Comment
	Additional comments, if any.


Student Advisor (Advisor)
Purpose and Path

This page displays the current academic advisor(s) assigned to the student as well as any auxiliary advisors.

Follow this menu path:
>Records and Enrollment >Student Academic Information >Student Advisor

Student Advisor & Advisor Audit Page and Field Descriptions

The Student Advisor page looks like this:
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	Field
	Description

	Academic Institution
	‘UWMSN’ for UW-Madison.

	Effective Date
	The date the advisor assignment was made or the date it will be effective in the future.

Past advisor assignments are not tracked by UW-Madison; therefore, only one effective date will be maintained.  Please be aware that some students may have multiple advisors assigned at different dates because of a change in data entry procedures.



	Advisor Role
	The type of advisor.  You may notice several advisor rows.  ‘Academic’ is used for academic advisors.  Auxillary advisors are identified by their program, e.g. Honors, AAP, Study Abroad.

	Advisor Number
	A sequence number given to track multiple advisors.  
This number does not indicate the number of current advisors.

	Academic Career
	All students belong to an academic career: Undergraduate, Graduate, Law, Medical, Pharmacy, Vetmed, or Univ Specials Students.

	Academic Program
	The student’s Academic Program at the time the advisor was assigned.  This is the field that is reported to the student when the advisor is viewed through My UW-Madison.
For undergraduate students, Program indicates the degree the student is working towards (e.g. L&S has academic programs of BA or BS).  For graduate students, Program indicates their field of study.

	Academic Plan
	The student’s major, minor, or certificate relating to the assigned advisor.  This field should be blank only for Business, some EDU students, and auxiliary advisors.

	Academic Advisor
	The SIS ID # and name of the student’s advisor.

	Advisor Percentage
	UW-Madison does not use this field.  Leave this field blank.

	Committee
	Committee Assigned, if any.

Note:  Only the Advisor 

	( Advised by Committee
	Checked ( if a pre-defined committee is assigned.


Service Indicator Data (alone, me, c&ei)
Purpose and Path

Service Indicators are used in a variety of ways to designate certain services or data for a student.  Most generally, service indicators are used to prevent enrollment and access to student records.

Follow this menu path:
>Campus Community >Service Indicators >Person >Manage Service Indicators
-OR- 
Click Positive or Negative Service Indicator Icon on any page if available.
Two Types of Service Indicators:

	Positive Service Indicator
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	Positive service indicators have a positive impact on the student.  
A positive service indicator is mainly used for administrative tracking purposes.

Examples of positive service indicators:

· Eligibility for certain Financial Aid programs

· Veterans Benefits

· Attended International Student Services orientation

Tip:
When you see this icon, select icon to get the details of this positive service indicator.

	Negative Service Indicator
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	Negative service indicators (also called holds) prevent students from services such as enrolling in classes and receiving student records.

Examples of negative service indicators:

· Student must meet with their Advisor

(  Fee Holds

· Unpaid Tuition from previous term

(  Default on loan repayment

Tip:
When you see this icon, select icon to get the details of this negative service indicator.  


How Students View Service Indicators:
Students can view service indicators that prevent enrollment in My UW-Madison.  When students receive their enrollment invitation , they are directed to their Student Center to view any holds that may prevent enrollment.

Note: 
Instructions on ‘Fines and Holds’ and where to clear them can be found in the 
‘Students’ section on the following website: http://registrar.wisc.edu/
Manage Service Indicators Page and Field Descriptions
Follow this menu path:
>Campus Community >Service Indicators >Person >Manage Service Indicators
The Manage Service Indicators page looks like this:
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To see more details and see the View Service Indicators page, select desired Code.
Warning:  
If End Term and/or End Date were used, you may continue to see 

‘expired’ Service Indicators that no longer impact the student.

Tip:
To change which service indicators you view on the Manage Service Indicators page. 

1. Select Display Effect of ‘All’, ‘Positive’, or ‘Negative’.

2. Select Refresh.

The View Service Indicators page looks like this:
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	Field
	Description

	Institution
	‘UWMSN’ for UW Madison.

	Service Indicator Code
	Type of service indicator placed on the student (e.g. advisor, fee)

	Service Ind Reason Code
	A further explanation of the service indicator.

For Fee and Advisor service indicators, the reason identifies the office requesting placement of the service indicator.

	Description
	Additional information usually indicating who to contact and impact on student based on Service Indicator Reason Code.

	Effect
	Impact service indicator has on student, ‘Negative’ or ‘Positive’.

	Start Term
	Term in which the service indicator is activated.

If only Start Term is entered, and the Services Impacted include enrollment, the student will not be able to add, drop, or swap from the specified Start Term or any future term until the service indicator is released.

	End Term
	Term in which the service indicator is de-activated.
A blank End Term will prevent enrollment activity from the Start Term through all future terms

	Start Date
	Date the service indicator will take effect.
The Start Date determines when the student will begin to see the service indicator in My UW Madison.

	End Date
	Date the service indicator will no longer take effect.

	Department
	The Department responsible for the service indicator.

	Reference
	Optional free-form text field to provide further detail.

	Amount
	Dollar amount of the fine(s).  Service indicators of $0.00 will hold services.

	Currency
	Currency in which the fee amount should be paid.

	Contact ID/Person
	Optional person to contact.

	Placed Person/ID
	Person who placed the service indicator.

	Placed Method
	How the service indicator was placed on this record, manual or batch.

	Placed Process
	If placed by a process, name of the process

	Comments
	An optional memo field available for further explanation.

	Services Impacted
	List of services this service indicator impacts, including enrollment, transcript, etc.

	User ID
	SIS Empl ID number and name of person who entered the service indicator.


Short Cut to Viewing Service Indicators and Service Impacts
If the student has a positive or negative service indicator, you will notice service indicator icons on student pages within SIS.  Select these icons ((,() to see service indicator details.
To view service indicator details using service indicator icons, follow the steps below:

	Step
	Action
	Result

	1. 
	Find a student records page that displays a service indicator icon:

 
	Student Record displays with the positive or negative service indicator icon.

	2. 
	Select positive       or negative      service indicator icon.
	The Mange Service Indicators page displays with the Display Effect filtered by ‘Negative’ or ‘Positive’ 
based on the icon you selected.
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Warning:  
If End Term and/or End Date were used, you may continue to see 
‘expired’ Service Indicators that no longer impact the student.

Continues on next page…

	3. 
	Select Code link for the service indicator on which you want to see more detail.
	The View or Edit Service Indicator page displays based on your service indicator security.
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	4. 
	Select [Cancel].
	The previous Manage Service Indicator page displays.


Student Groups (sg, me, c&ei)
Student Groups

Purpose and Path

This page provides the ability to view if a student is in any student groups (e.g. honors program, certificate programs, math placement group).  Student groups are usually used with course requisites.

Follow this menu path:
>Records and Enrollment >Career and Program Information >Student Groups

Student Groups Page and Field Descriptions

The Student Groups page looks like this:
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	Field
	Description

	Academic Institution
	‘UWMSN’ for UW-Madison.

	Student Group
	Description of the student group (e.g. Study Abroad).

	Effective Date
	Date on which the student was eligible.

	Status
	Status is either ‘Active’ or ‘Inactive’.  

	Comments
	Comments, if any.

	Last Updated…
	Last Date, Time, User ID, and Type of update made.


View Student Groups by Student  (eu, sg, cei)
Purpose and Path

This page provides the ability to view all students in a particular student group.

Follow this menu path:
>Records and Enrollment >Career and Program Information >View Student Groups by Student

View Student Groups by Student Page and Field Descriptions

The View Student Groups by Student page looks like this:
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	Field
	Description

	Select Effective Dates
	1.
Select Effective Dates status: All, Most Current (Any Status), 




Most Current Active, Most Current Inactive
2.
Select [Get Results].

	Effective Status
	Status is either ‘Active’ or ‘Inactive’.  

	Details
	Select to view individual’s Student Groups page.


Athletic Participation
Purpose and Path

Use this page to view the sport and eligibility of students participating in intercollegiate athletics.

Follow this menu path:
>Campus Community >Personal Information >Participation Data >Athletic Participation

Athletic Participation Page and Field Descriptions

The Athletic Participation page looks like this:
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	Field
	Description

	Sport
	The sport in which the student is participating in or has participated.

	Effective Date
	The last date this record was changed.

	Athletic Participation
	A further breakdown of the sport to denote, for example, men’s and women’s teams as well as post competition or medical hardship.

	Current Participant 
(check box)
	This box will contain a check mark if the student is currently participating in the sport.

	NCAA Eligible 
(check box)
	UW-Madison does not use this field.

	Comments
	UW-Madison does not use this field.


Degree Summary
Purpose and Path

Use the Degree Summary component to view all degrees earned by the student.

Follow this menu path:
>Records and Enrollment >Student Academic Information >Degree Summary
Degree Summary Page and Field Descriptions

This page displays all the UW-Madison degrees earned by the student.  
The degrees you see on this page are verified.

The Summary of Degrees page looks like this:
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	Field
	Description

	Career
	All students belong to an academic career: Undergraduate, Graduate, Law, Medical, Pharmacy, Vetmed, or Univ Specials Students.

	Group
	The school or college that awarded the degree.

	Year
	The year in which the degree was received; if only the Year displays, then this degree was probably posted prior to 1978 when we started posting degrees electronically.  These are degrees that have come from the old 3270 RARS alumni system.

	Degr Date
	The date the degree was posted; if only the Degree Date displays, then this is a degree that was probably received after 1978 and was posted electronically either in the old ISDS system or in SIS.

	Degree
	The actual degree.

	Major
	The major associated with the degree.


External Degrees Page and Field Descriptions

This page displays degrees received from institutions other than the UW-Madison.  This data can either come from Admissions (Degree Date filled in) or be self reported (Year filled in).
The External Degrees page looks like this:
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	Field
	Description

	Degree
	The degree received.  This may also include certifications and licensures.

	Year
	The year the degree was received.  If a degree has only a Year, then this is data that has been self-reported.

	Degree Date
	The date the degree was received.  If a degree has only a Degree Date, then this is a degree entered by an admissions office and has been verified by a transcript.

	Institution
	The institution granting the degree, certification or licensure.

	Major
	The major at the time of the degree.


Student Degrees
Purpose and Path

This component provides detailed information on all posted degrees, certificates and additional majors.

Follow this menu path:
>Records and Enrollment >Student Academic Information >Student Degrees

Codes Used in the Student Degrees Component

The table below is designed to assist you in finding certain information on the degree pages.

	If you want to see…
	Look at the…
	Possible codes
	Definition

	Degree information
	Degree page – Degree field
	3 digit #
CRT
AMAJ
	e.g. 116= BBA
Certificate Program
Additional Major

	Degree with honors
	Degree page –  
Degree and Suffix fields
	CMP
HLA
HNR
MJR
RES
	Comprehensive Honors
Honors in the Liberal Arts
Honors
Honors in the Major
Honors in Research

	Graduated with distinction, laude
	Degree Honors page – Honors Code field
	GHD

GWD
CUM, SUM, MAG
	Grad. w/ Highest Distinction

Graduated with Distinction
Only used by Law School:
Laude

	The major in which they got the degree
	Degree Plan page – 
Acad Plan field
	BA 891 _ BA Russian
	–

	Honors in the Major
	Degree Plan page – 
Honors Suffix field
	DIST MJR
HONORS
THESIS
	Distinction in the Major
Honors
Thesis of Distinction

	A certification
	Degree Plan page – 
Acad Plan field
	Plan Type: Certificate
	
Awarded Certificate

	An option
	Degree Sub-Plan page – Academic Sub-Plan field
	LL – Lang. & Liberal Arts
	Subcategory of a major

	An additional major
	Degree Page – 
row for AMAJ
Degree Plan page – 
MAJ code in Acad Plan Degree Sub-Plan page – Academic Sub-Plan field
	MAJ 976 Add’l ugrd mjr Spanish
	Major completed outside of the college of degree


Tips for Interpreting Data in the Student Degrees Component

	Page(s) Involved
	Important Information

	Degree
	· Honors display separately in a field called Hon Suffix.  
Hon Prefix is not used at this time.

· Completion Term simply indicates the term in which the degree was conferred.

· You can see whether a degree was revoked in the Degr Stat field.

	Degree Plan
	The Override check box.

A check (() will appear in this box when an undergraduate student is completing an individual major, or when a student is completing a special committee major at the Ph.D. level.  This check mark tells the system to print (on the transcript) the text that is in the Transcript Description field instead of what is in the Academic Plan field.


Degree Page and Field Descriptions

The Degree page looks like this:
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	Field
	Description

	Degree Nbr
	A sequence number used to track multiple degrees.

	Degree
	The type of degree awarded.

	Institution
	‘UWMSN’ for UW-Madison.

	Primary Career
	The Academic Career for which the degree was awarded.  
All students belong to an academic career: Undergraduate, Graduate, Law, Medical, Pharmacy, Vetmed, or Univ Specials Students.

	Completion Term
	The term in which the degree was completed.

	Confer Date
	The date the degree was conferred.

	Degree Status
	Options include:  Awarded or Revoked.

	Degree Status Date
	The date the degree was entered.

	Degree GPA
	Undergraduate student’s grade point average at time of graduation.

	Honors Prefix

	Prefix
	UW-Madison does not use this field.

	Suffix
	The text that prints after the degree on the diploma 
(e.g.:  with Honors).

	Rank/Size

	Class Rank
	The student’s rank in their degree cohort group of academic level by school or college at the time the rank was calculated.

	Of
	The total number in that student’s degree cohort group of academic level by school or college at the time.

	Percentile
	The student’s percentile rank in their degree cohort group of academic level by school or college at the time the rank was calculated.


Degree Honors Page and Field Descriptions

The Degree Honors page looks like this:
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	Field
	Description

	Student Degree Nbr
	A sequence number used to track multiple degrees.

	Honors Number
	A sequence number to track multiple honors for a degree.

	Honors Code
	A code associated with a particular type of honors.  A description will print after the code.

	Award Date
	The date the honor was awarded.

	Print on Diploma
	At UWMSN, this information will only print on the transcript.  Therefore, you will not see a check in this box.

	Print on Transcript 
(check box)
	A check (() in this box indicates the honors information will be printed on the transcript.


Degree Plan Page and Field Descriptions

The Degree Plan page looks like this:
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	Field
	Description

	Student Degree Nbr
	A sequence number used to track multiple degrees.

	Plan Seq
	A sequence number for multiple plans.

	Career
	All students belong to an academic career: Undergraduate, Graduate, Law, Medical, Pharmacy, Vetmed, or Univ Specials Students.

	Career Nbr
	The sequence number of programs within a student’s career.


	Acad Plan
	For undergraduate students, Plan indicates Major, Certificate, or Minor.  For graduate students, Plan indicates the Degree they are working towards, Masters or Ph.D.

	Degr Stat
	Options include:  Awarded or Revoked.

	Degr Dt
	The date the degree was awarded.

	Plan Type
	Options include: Major, Minor or Certificate.

	Override (check box)
	A check (() will appear in this box when an undergraduate student is completing an individual major or when a student is completing a special committee major at the Ph.D. level.  This check mark tells the system to print the text that is in the Transcript Description field instead of what is in the Acad Plan field.

	Honors Prefix
	UW-Madison does not use this field.

	Transcript Description
	Displays the exact text to be printed on the Transcript for the Academic Plan.

	Diploma Description
	UW-Madison does not use this field.

	Honors Suffix
	Designates honors in the Academic Plan (major).  
The suffix will print after and on the same line as the Academic Plan in the Transcript.

	Plan GPA
	UW-Madison does not use this field.

	Plan Rank
	UW-Madison does not use this field.


Degree Sub-Plan Page and Field Descriptions

The Degree Sub-Plan page looks like this:
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	Field
	Description

	Student Degree Nbr
	A sequence number used to track multiple degrees.

	Academic Plan
	For undergraduate students, Plan indicates Major, Certificate, or Minor.  For graduate students, Plan indicates the Degree they are working towards, Masters or Ph.D.

	Academic Plan Type
	Options include: Major, Minor or Certificate.

	Academic Sub-Plan
	A short description of the student’s sub-plan.

	Sub-Plan Seq
	A sequence number used to track multiple sub-plans.

	Override (check box)
	UW-Madison does not use this field.

	Honors Prefix
	UW-Madison does not use this field.

	Transcript Description
	Displays the text for the sub-plan, which will appear on the transcript.

	Diploma Description
	UW-Madison does not use this field.

	Honors Suffix
	UW-Madison does not use this field.


Student Milestones
Purpose and Path

This page can be used to track non-academic requirements.  This page is currently being used by the Graduate School to track warrants.  It is also being used to track Math and English remedial needs for undergraduates.
Follow this menu path:
>Records and Enrollment >Student Academic Information >Student Milestones

Student Milestones Page and Field Descriptions
The Student Milestones pages look like this:
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	Field
	Description

	Academic Institution
	‘UWMSN’ for UW-Madison.

	Academic Program
	The student’s current academic program.

	Academic Career
	All students belong to an academic career: Undergraduate, Graduate, Law, Medical, Pharmacy, Vetmed, or Univ Specials Students.

	Program Status
	The student’s current program status.

	Effective Date
	Date of milestone entry.

	Milestone Nbr
	Sequencing number for multiple records.

	Milestone
	Code for the particular milestone.

	Academic Plan
	Major, minor or certificate associated with the Milestone.

	Description
	Text description of the Milestone.

	Formal Description
	Same as the Description.

	Milestone Level
	Indicates the status of the Milestone.

	Attempts Allowed
	UW-Madison does not use this field.

	Milestone Title
	UW-Madison does not use this field.

	Page Tabs:

Advisors/ Completion Info
Milestone Attempts
	UW-Madison does not use these pages.


Reports
SIS Data Center

To run ad-hoc reports on active students go here: >Reporting Tools >Data Center |Students|.
Query Library Reports
The Query Library is our main reporting tool. It is a free service.
Note:  The Query Library data pulls from the data warehouse, which is yesterday’s data 
A sampling of Query Library reports that include student records are as follows:

	Query Name
	Description

	Advisor Audit
	Advisor audit reports including students without advisors.

	Cum GPA Ranking by Major
	Ranking of majors by descending GPA. 

	First Year Students’ Midterm Grades
	This query returns first year students and their mid-term grades.  The student’s contact info & Advisor(s) also display.

	Potential Majors
	Finds students who have taken a number of credits in a selected subject yet have not declared a major in that subject.

	Ranking Undergraduates by School-College and Level
	Lists of students by School/College in order of their calculated rank within Academic Level.

	Reentry Students
	Readmitted undergraduate students to a career or with transfer work for the selected term by school/college, and/or transcript description and provides data on student GPA, credits, and transcript/plan description.

	Semester Honors
	Displays students receiving semester honors.

	Student Academic Record
	Individual student record for a selected student.  Includes current and past courses, grades & other academic indicators.

	Student Data Sheet
	Demographic, academic, contact and current courses.

	Undergraduate & Special Students by Selected Grades
	GPA and grade data for students enrolled in the term selected. Can filter by Advisor or student group…

	Undergraduates by Major
	Undergraduates in major(s) or certificate program(s) including graduating seniors.  Displays academic, demographic, contact information including email addresses.  Includes students with additional majors.

	Undergrads by Plan and Declaration Date
	Student’s major declaration date in selected major and term.

	Years to Degree
	Elapsed calendar years to degree for students awarded degrees in the term(s) and plan(s) selected including count of fall/spring and summer terms the graduate(s) were enrolled.


Query Library Websites

	Query Library Authorization
	Use this website to request access to the various Query Library group memberships as well as monitor the request process:
https://querylibrary.wisc.edu/request/home.asp 

	Query Library
	Use this website to open up the Query Library and run reports:

https://bi2.fastar.wisconsin.edu/workspace/index.jsp 
Note: 
After you are an authorized user, more folders will appear which contain the actual reports.

See more here: https://it.wisc.edu/services/query-library/ 

	Query Library 
How To Use Tips
	Tips on how to use the Query Library can be found here:
https://bi2.fastar.wisconsin.edu/workspace/index.jsp 

Select [Explore] button; In the Madison folder, double click on the ‘UW-Madison Query Library’ MS Word file.


*If use, only enter one of the �	First Name Fields.





Best to Search by Campus ID !





Format of Name field is:�Lastname,Firstname Middlename





Error caused when ID is not deleted before searching for a different student.





!! Warning !! �These pages contain non-public information.  Therefore, if you are not certain of the requestor’s “legitimate educational need to know,” or the student’s desire to withhold information, refer that request to the Registrar’s Office (262-3811).





Make sure �to clear �this field!











If more than 1 row, �multiple majors





�Student History, from applicant - today





Image continues…





Transfer, Test, &/or Other Credits





Transfer, Test, &/or Other Credits
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