

To Begin:

Click on Datatel Icon

Login box appears

(ID will be given to you by the IT Department)

User ID: ___________________ (ID should be entered in lowercase)

Password: __________________(Password should be entered in lowercase)                                               

Database:  COLLIVE                   (This will default)
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After logging in an Alert Box will appear
Click OK
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Your access may open to the ST (Student) module.
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If it does not open to ST application, it will open to the UT application.  You will need to click on APPS at the top of your screen and choose ST.  You may have to do this twice.  Ask your IT person  why, I don’t know.  
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After logging in the Alert Box will appear

Click OK

To view student demographics type in SPRO in the mnemonic box.
This allows you to see addresses, phone #, major, SS#, colleague #, etc.

Student Lookup Box will appear

Type in student SS# or student colleague #, or last name and first name

Press Enter or Click OK

[image: image5.png]i :Datatel - collive - ST
Fle Edt Favortes Tods Help

Mrenoric [T [ @G0 | B AX R A @

?

PR Stadent it |

Preferied Resicence

Preferred Maling Addess

Chmgend StertLookUp

e —

| —
T

Acaderic

Fin |t |

e — == Detel

Student Types/Date _1 [

[ =]

Start Dt EndDt

Hame Location

Advisors

Restictions

Ditectoy/Privacy
Tems
Transciits

Sstart| | ) @ B || allrehes- 10,1010

e s

AddFioie Dta Demogratics
g
8
4
8
g
£

gt tranng - .| [GN g

|[§patatel- coive





Student SS#, Colleague ID#, and Phone # is located in the header of the record.

Mailing address

Academic Program – Some students may have a double major -  you will need to click in the small arrows to the right of the admit status to see other majors.
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 To view student transcript type in STAC in the mnemonic box.
This allow you to see a list of graded courses, credit earned from placement tests and also what the student is currently taking.
Student lookup box will appear

Enter Student SS#, or Colleague ID#, or last name and first name

Press enter or Click OK
Transcript grouping box will appear (enter CU for Curriculum transcript)

Return 

X to Exit

Click Cancel

Finish or enter another student
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Once your programs of study are keyed into the system, EVAL will also work in place of STAC.

EVAL – Used to review a student’s progression in the program (same as the old graduation readiness)
To run an eval on a student  type in EVAL in the mnemonic box.

Student lookup box will appear.

Enter student SS#, or Colleague ID#, or last name and first name

Press enter or Click OK

A resolution screen will appear and you must chose the appropriate program of study.
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Once you choose the program, then this screen will appear:
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Click Save
Click Update

The Academic Evaluation will now appear.  
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If you want, you can print this on your local printer.  Notice that this can be a multiple screen document.  This enables you to now see what courses the student still needs to take.  Any courses the student has completed that were not in the academic program will show up at the end of the evaluation.  Just use the UP arrow key at the top to go to the next page.
When finished with that academic evaluation, just click on the DOOR in the top left corner.  This will take you back to EVAL where you can enter another student.
To view student placement scores type in TSUM.

Person Lookup box will appear

Type Student SS#, or Colleague ID#, or last name and first name

Press Enter or Click OK

TSUM screen will appear
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Test and Test scores will populate
X to Exit

Click Cancel

Finish or enter another student

To Register a Student type RGN in the mnemonics box.
Student Lookup Box will appear

Type the Student SS#, or Colleague ID#, or last name and first name

Press Enter of Click OK

(Check to see if the correct term is shown, see Term Box)

If the correct term is showing, enter the desired courses (example:  ENG 111 10
If a different term is showing, enter the correct term, on the first available line, space, and then the Courses to be registered.
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Continue entering courses until all courses have been entered.
Click Save 

Click Update
Student will need to go to the Student Services window for their Registration form.

From the RGN Screen you can access other screens by detailing on

Other Info 
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If you have a student that has a registration flag, you may click on Other Info on the RGN screen and choose PERC (Person Restriction) and click OK.
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The PERC screen will appear. Then you can detail on the restriction and know what the restriction is.  Send the student to the specified office.
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X to Exit

Cancel

Finish 

To drop classes for students:  
Go to RGN
Student Lookup box will appear

Enter Student SS#,or Colleague ID#, or last name and first name

Click on the Stat field, for the class or classes to be dropped 
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A box will populate and choose “X” for Delete during Pre-registration and on Registration Day.  Press enter .  During the Drop-Add period,  you will need to choose “D” in the stat box.  
Click SAVE

Click Update
This will generate another printout for the student at the Student Services window.

To add classes for students:
Go to RGN
Student Lookup box will appear

Enter Student SS#, or Colleague ID#, or last name and first name

Click on the line below the last class listed and enter the class to be added and return
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Click SAVE

Click Update
This will generate another printout for the student at the Student Services window.

Some other valuable mnemonics to remember are:

LOCR - To locate a student type in LOCR in the mnemonic box.  
Student lookup box will appear

Enter Student SS#, or Colleague ID#, or last name and first name

Press enter or Click OK

The current date will default (you can change this date to the date that you need to know if the student will be on campus)

Press Enter or Click OK
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Student schedule for the date will populate.  (If student has no class(es) scheduled for date specified, schedule will be blank.

X to Exit

Cancel

Finish or Enter another student
SSUM - To view section summary (numbers in your class), type in SSUM.

Course Lookup box appears

Enter term and course  (example 2004FA ENG 111)

You will need to pay attention to the start date and end date listed with each class.

[image: image19.png][ Datatel T

Flo Edt Favortes Tods Hep

Mrenoric[S5M <] @G0 | B AX R A @

?

~=lolx|

S50 octon Sumr |

ENG11

Viting

Approved

StaDate [08719/02 | Tem [2002°A
End Date [TENEIE |
locan|
Status
Vi
Section_ Location StatDt  EndDt Emi  Cop Enl  Wal  Staus
a 0 Main Campus 08A8/2  [12A7/02 1 £ 20 0 [Active N
20 iil Main Campus 08A8/2  [12A7/02 1 £ 20 0 [Actve
3 2 Main Campus 08A8/2  [12A7/02 1 £ 20 0 [Actve
A 13 Main Campus 08A8/2  [12A7/02 1 £ 20 0 [Actve
5 20 Main Campus 08A8/2  [12A7/02 1 £ iEl 0 [Actve
8 Eil Main Campus 08A8/2  [12A7/02 1 £ 0 0 [Actve
a0 El [Buvery County Hig 08A8/2  [12A7/02 1 i § 0 [Actve
8 [ VT R 1 0 G T [Actve =l
Toal [ 8 180 [ [0
Course Wailist o

[ oo

Sstart|| ) @ % [ || B)dtateltraning - mcrosor...|[fipatatel - colive 5T

(G NEI SeeD6r 11:26am




SRSI - To view your roster, type in SRSI.  A course section look-up box will appear.  Type in the term, course and section (2004FA ENG 111 10).  A list of students will appear.
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X to Exit

Click Cancel

Finish or enter another course

