Oracle User Training Guide
Productivity Kit PeopleSoft CMS - Self Service

STUDENT SELF ENROLLMENT

1. Please type the URL in Explorer, provided to you in the letter. Following screen
will show up:

Institute of
Business
Administration

——
rship and Ideas for Tomorrow '

User Guide
Details

* Username:

User Productivity KIT
Details
' Pin Code:
TimeTable
Details

&= P BT

F o —

IBA Website IBA Alumni Web

Copyrights All rights Reserved by IBA

2. Login to PeopleSoft using the User Id and Password provide to you in the letter.
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User ID: ||

ORACLE’

PEOPLESOFT ENTERPRISE

Select a Language:

Enalish
Dansk
Password: Francais
ltaliana
Nederlands
Polski
Suomi
Cedting
=0
Ty
Emh
Set Trace Flags UK English

Espafiol
Deutsch
Frangais du Canada

& mternet

Action

"Model_Student".

Please enter the User ID and Password provided to you in your letters instead of

Enter the desired information into the User ID: field. Enter "Model_Student".

"Model_Student”

Enter the desired information into the Password field. Enter .

Click the Sign In button.
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[- Self Senice
[> Hostel Management System
[+ Records and Enroliment

[ Financial Aid

[> SetUp SACR

> Reporting Tools

> PeopleTools

— Change Wy Password

— My Personalizations

Home Add to Favorites Sign out

/4| Done

& mternet 100% v

Step Action

4, Click the Self Service link.

Self Senvice
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ORACLE’
Menu &

[ss! Senvcel
[ Class Search / Browse
Catalog
[ Academic Planning
b Enroliment
> Campus Finances
[» Campus Personal
Information
b Academic Records
> Degree
Progress/Graduation
[ Transfer Credit
[ Student Admission
[ Involvernent
I Search
— Student Center
- Hostel Management System
[ Records and Enroliment
[+ Financial Aid
[- SetUp SACR
(- Reporting Tools
- PeopleTools
- Change Wy Password
|- My Personalizations

) Self Service
Navigate to your self service information and activities.

'.,95’ Student Center
& Use the student center to manage school
related activities.

Enroliment
View appointments, plan and enrollin classes,
view student and exam schedules.
= View My Assignments
= Enroliment Dates
= My Class Schedule
7 More.

B%A:ademlc Records

View grades and advisors and reguest
transcripts and verification reports.
=l Request Official Transcript
= View Unofficial Transcrint
= Request Official Transcript
5 More

@ Student Admission
Apply for admission and check your
application status.
[E Reguest Information
= Application Status

4

B

o0

Class Search / Browse Catal

Find classes that match your selection criteria,
or browse the course catalog by subject

= Class Search

| Browse Course Catalog

Campus Finances

'View your account, make an electronic
payment, view and accept your financial aid
awards.

=l print Invoice

= Account Inguiry

= Payment Profile

Degree ProgressiGraduation

View your degree progress report and apply
for graduation.

= My Academic Requirements.

= My Academic Reguirements.

= View Dearee Progress Report

= Apply for Graduation

nvolvement

Make a gift or pledge. View history about my
participation as a doner or & member.

E Ways To Give

[ My Involvement

e

an out

Academic Planning
Buid your academic planner
=] My Planner

=l Enrolment Shopping Cart
=My Course History

Campus Personal Information
Maintain your personal information and review
holds and to dos pending to your record
=l Personal Data Summary
= Addresses
= Hames
18 More.

Transfer Credit

Evaluate classes for transfer and view your
transfer credit report,

= Evaluate My Transfer Credit

ElView Transfer Credit Report

Search
Search

& mternet

H100%  +

Action

Click the Enrollment link.

Click the Enrollment Add Classes link.

|Enro|lment: Add Classes |
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ORACLE’
Menu &

Search:

L J@
[~ Self Senvice
[ Class Search / Browse
Catalog
> Academic Planning
= Enroliment

— View My Assignments
— Enroliment Dates

— My Class Schedule

— Wy Weekly Schedule

— Enroliment: Add CI S
Enroliment: Drop Classes|
— Enroliment: Edit a Class
- Enroliment: Swap
Classes
— View by Exam Schedule
— View by Grades
[» Campus Finances
[> Campus Personal
Information
[ Academic Records
> Degree
ProgressiGraduation
[> Transfer Credit
[ Student Admission
[ Involvemnent
[ Search
— Student Center
> Hostel Management System
[ Records and Enroliment
[ Financial Aid
[- Set Up SACR
[ Reporting Tools
(- PeopleTools
|- Change My Password
- by Personalizations

Miss Saima Tariqg

Home

EOT— )

[ s )

N

Enroll

| my class schedule ||

Add Classes

T

My Academics

edit || term information |

Select Term

Tarm

Caraar Institution

O |Spring 2010

Undergraduate IBA Karachi

O |Summer 2010

Undergraduats 184 Karachi

CONTINUE

Search Plan Enroll

My Class Schedule

T — )

Add Drop

My Academics

Svap Edit Term Information

Add to Favorites |

Sign out

Done

& mternet

#,100%

Step

Action

©]

Select the term for which you want to enroll into a course.
Click the Summer 2010 option.

Click the Continue button.

CONTINUE
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Search:

[~ Self Senvice

[ Class Search / Browse
Catalog

> Academic Planning
= Enroliment

— View My Assignments
— Enroliment Dates

— My Class Schedule

— Wy Weekly Schedule

— Enrollment: Drop Classes|
— Enroliment: Edit a Class
- Enroliment: Swap
Classes

— View by Exam Schedule
— View by Grades

[» Campus Finances

[> Campus Personal
Information

[ Academic Records

> Degree
ProgressiGraduation

[> Transfer Credit

[ Student Admission

[ Involvemnent

[ Search

— Student Center

> Hostel Management System

[ Records and Enroliment

[ Financial Aid

[- Set Up SACR

[ Reporting Tools

(- PeopleTools

|- Change My Password

- by Personalizations

Miss Saima Tariq T — )
( Search ]( Plan W( Enroll My Academics

| my class schedule | add | droe ||  swap || edit

|| term information |

Add Classes

1. Select classes to add

To select classes for another term, select the term and click Change. When you are
satisfied with your class selections, proceed to step 2 of 3.

Summer 2010 | Undergraduate | IBA Karachi __ change term

Awsit List

Summer 2010 Shopping Cart
Main Conkent

Your enrollment shopping cart is empty.

Add to Cart:
Enter Class Nbr

[ enter

Find Classes

(® Class Search
) My Requirements

(O My Planner

~ My Summer 2010 Class Schedule

You are not registered for classes in this term.

Search Plan__Enroll My d.

oRACLe e —

~

Done

& mternet

H100%  +

Step Action

9. Click the Search button.
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'Search:

[~ Self Senvice
Catalog

= Enroliment

Classes

Information

> Degree

[ Involvemnent
[ Search

[ Financial Aid
[- Set Up SACR

(- PeopleTools

[ Class Search / Browse
> Academic Planning

— View My Assignments
— Enroliment Dates

— My Class Schedule

— Wy Weekly Schedule
— Enrollment: Drop Classes|
— Enroliment: Edit a Class
- Enroliment: Swap

— View by Exam Schedule
— View by Grades

[» Campus Finances

[> Campus Personal

[ Academic Records
ProgressiGraduation

[> Transfer Credit
[ Student Admission

— Student Center
> Hostel Management System
[ Records and Enroliment

[ Reporting Tools

|- Change My Password
- by Personalizations

ORACLE’
Menu &

®

Home

ET T — )
My Academics

eait || term information |

B-=HE!

Miss Saima Tarig

[ e

add I

|

drop

Enroll

| my ciass scheaue || swap ||

Add Classes

Enter Search Criteria

IBA K Summe;

Select at least 2 search criteria. Click Search to view your search results.

Course Subject [ ]
is sxcactly v

Show Open Classes Only
[] show Open Entry/Exit Classes Only

Course Number

Course Career

Use Additional Search Criteria to narew your search results.

[» Additional Search Criteria ‘

CLEAR CRITERIA SEARCH

Retumn to Add Clssses

Academics

Enroll M
Add

Search Plan

My Class Schedule

T —C)

Drop Swep Edit Term Informstion

Add to Favorites

Sign out

~

& mternet

H100%  +

Step

Action

10.

Click the Course Subject list.

2
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ORACLE’

Home | AddtoFavorites |  Sign out
Search: o]
&) Miss Saima Tarig [ow..  ¥®
[ Self Semvice
© Class Search/ Browse ( Search Wf Plan Wf Enroll My Academics
Catalog | my ciass scheaue || add I drop I swap || edit || term information |
> Academic Planning
= Enroliment Add Classes
— View My Assignments m—@—@
— Enroliment Dates Enter Search Criteria
— My Class Schedule
— Wy Weekly Schedule
— Enroliment: Add CI IBA Karachi | Summer 2010
— Enrollment: Drop Classes|
— Enroliment Edit a Class Select at least 2 search criteria. Click Search to view your search results.
- Enroliment: Swap
S
Class Search Crit
— View by Exam Schedule SEELSsarchiviana
- View Wy Grages Course Subject I ~]
[ Campus Finances
[ Campus Personal Course Number
Information Computer Sciznce & Engg
& Academic Records Course Carear Econamus
inance and Banking
& Degree _ General
ProgressiGraduation Human Resource Management
[> Transfer Credit HuFmEmﬁES bl
> Student Admission ‘L;'v‘: & Comm Technology
[ Involvement Use Additional Search Crit Management
[ Search Management Info. Sys
— Student Center [» Additional Search (Marksting
(> Hostel Management System !:g‘s and Stats
[ Records and Enroliment Project
[ Financial Aid Science
[> Set Up SACR Rsturn to Add Clssses Social Science RI SEARCH
[ Reporting Tools
(- PeopleTools
|- Change My Password
- by Personalizations Search Plan Enroll My Academics
My Clsss Schedule Add Drop Swep Edit Term Information
P —C)
~
& mternet 100% v

Step Action

11.

Select the Course Subject of the class in which you want to enroll.
Click an entry in the list.
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ORACLE’

Home | AddtoFavorites |  Sign out

Search:

[~ Self Senvice
Catalog
= Enroliment

— Enrollment

— Enrollment

Classes

Information

> Degree

[ Involvemnent
[ Search

> Hostel Manage:

[ Financial Aid
[- Set Up SACR

(- PeopleTools

L J@
[ Class Search / Browse
> Academic Planning

— View My Assignments

~ My Class Schedule

ly Weekly Schedule

— Enroliment: S
— Enrollment: Drop Classes|

- Edita Class
- Enroliment: Swap
— View by Exam Schedule
— View by Grades

[» Campus Finances

[> Campus Personal

[ Academic Records
ProgressiGraduation

[> Transfer Credit

[> Student Admission

— Student Center

[ Records and Enroliment

[ Reporting Tools

|- Change My Password

ET T — )
My Academics

edit

Miss Saima Tarig

Plan Enroll

I

add I

[ Search

| my ciass scheaue || drop I swap || || term information |

Add Classes

oH

Dates a
Enter Search Criteria

Add CI S

Select at least 2 search criteria. Click Search to view your search results.

Class Search Criteria

Course Subject

Course Number

is escactly v
Undergraduste v

Show Open Classes Only
[ show Open Entry/Exit Classes Onky

Course Career

Use Additional Search Criteria to narrow your search results.

ment System P Additional Search Criteria

CLEAR CRITERIA SEARCH

Return to Add Classes

- by Persor

My Academics

Search Plan Enroll

My Class Schedule Add

T — )

Drop Swep Edit Term Information

~

& mternet

#,100%

Step

Action

12.

If you know the Coruse Number/Catalog Number then enter it here else, click on

the search button.
Click in the Course Number field.

1

13.

Click the Search button.
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2
2
2
3
I3
3

Search:

[~ Self Senvice

[ Class Search / Browse f Search \l( Plan ]( Enroll My Academics

|- Change My Password
- by Personalizations

ORACLE’

Home

®

) Miss Saima Tariq

Catalog | my class schedule | add [ arop || swan || edit || term information |
> Academic Planning
= Enroliment

— View My Assignments 4dd Classes

— Enrollment Dales Search Results

— by Class Schedule

— bly Weekly Schedule

When available, click View All Sections to see all sections of the course.

— Enrollment: Drop Classes|

— Enroliment: Edit a Class

- Enroliment: Swap

Classes My Class Schadule Shooping Cart

— View by Exam Schedule

— View by Grades
[» Campus Finances
[> Campus Personal

Information
[ Academic Records The folloving classes match your search criteris Course Subject: Accounting, Course Career:

Undergraduate, Show Open Classes Only: Yes
> Degree

ProgressiGraduation
b TIEEE ] Rsturn to Add Classes START A NEW SEARCH
[ Student Admission
[ Involvemnent
I Search @cpen Awsit List
— Student Center
Hostel Management System
Records and Enrolliment =¥ ACC 111 - Pri
Financial Aid
SetUp SACR
Reporting Tools
PeopleTools

IBA K

You are not registered for classes in this Your shopping cart is empty.
tarm.

ples OF Accounting

View All Sections  First Bl 1 of 1 1 1

Section ALEC(17404 status @ select class

n Mini

[Days & Times [Room [Tnstructor [Meeting Dates

S.M. Faisal Bhatti 06/29/2010 -
Iradat 08/18/2010

Mo 3:00PM - 4:00PM ‘TBA

Add to Favorites | Sign out

~

okl

L
ne & mternet

H100%  +

Step

Action

14.

To select a course
Click the Select Class button.

select class
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ORACLE’
Menu &

: ®

[~ Self Senvice

[ Class Search / Browse
Catalog

> Academic Planning

= Enroliment
— View My Assignments
— Enroliment Dates
— My Class Schedule
— Wy Weekly Schedule
— Enroliment: Add CI;
— Enrollment: Drop Classes|
— Enroliment: Edit a Class
- Enroliment: Swap

Classes

— View by Exam Schedule
— View by Grades

[» Campus Finances

[> Campus Personal
Information

[ Academic Records

> Degree
ProgressiGraduation

[> Transfer Credit

[ Student Admission

[ Involvemnent

[ Search

— Student Center

> Hostel System

Miss Saima Tariqg

Home | AddtoFavorites Sign out

EE— )

( Search ]( Plan

Wf Enroll My Academics

| my class schedule | add II

Add Classes

drop || swap || edit

|| term information |

1. Select classes to add - Enrollment Preferences

Summer

ACC 111 - Principles Of Accounting

Class Preferences

ACC 111-A tecture @ open

Session Mini Session

Career Undergraduate

Wait List
Permission Nbr

Graded

[Jwait list if class is full

Grading

Units 2.00

Main Content
CANCEL NExT

‘Sedion | Component | Days & Times |

Room | Instructor |5tartjEnd Bate‘

[ Records and Enroliment
(- Financial Aid

[- Set Up SACR

[ Reporting Tools

(- PeopleTools

|- Change My Password

Mo 3:00PM -

AlLecture bieasor)

|TBA

S.M. Faisal Bhatti  |06/29/2010 -
Iradat 08/18/2010

Search Plan Enroll My Academics

My Class Schedule Add Drop Swap Edit Term Informstion

- by Persor

g0 to ... v|[®

Done

& mternet

H100%  +

Step

Action

15.

Check details of the Course that you selected and to continue
Click the Next button.
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ORACLE’

Home | AddtoFavorites |  Sign out
Search: s |
| Miss Saima Tarig ETTE—
[ Self Semvice
e S ( Search ]f Plan Wf Enroll My Academics
Catalog | my class schedule | add | droe || swap || edit | terminformation |
> Academic Planning
= Enroliment Add Classes
— View My Assignments
~ Enroliment Dates 1. Select classes to add
— My Class Schedule
My V
e To select classes for another term, select the term and click Change. When you are
= Enrollment Drop Classes| satisfied with your class selections, proceed to step 2 of 3.
— Enroliment: Edita Class
— Enrollment: Swap J ACC 111 has been added to your Shopping Cart.
Classes
— View by Exam Schedule
— View Wy Grades
[ Campus Finances
b CamEUE e —" Summer 2010 | Undergraduate | IBA Karachi _ change term |
Information
[ Academic Records
[ Degree @open Wciosed Aw
ProgressiGraduation
> Transfer Credit -
¢ Jrenstercreat O
b Involvement B Delete |Class Days/Times |Room Instructor |Units|Status
> Search ACC 111-A Mo 3:00PM -
2
~ Student Center | et |8 [ ai00em PR stedat | 300 @
> Hostel Management System _
[ Records and Enroliment Find Classes
- Financial Aid ©) Clazs Search
[- Set Up SACR =
> Reporting Toals O My Requirements
(- PeopleTools
- Change Wy Password Oy Planner
- by Personalizations
search
PRCCEED TO STEP 2 OF 3
~
& mternet 100% v

Step

Action

16.

The course that you selected has been added to your cart.
Click the Proceed to Step 2 of 3 button.

| PROCEED TO STEF 2 OF 3 |
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Search:

[~ Self Senvice
Catalog
= Enroliment

— Enrollment

— Enroliment:
— Enrollment: Drop Classes|

— Enrollment

Classes

Information

> Degree

[ Involvemnent
[ Search

> Hostel Manage:

[ Financial Aid
[- Set Up SACR

(- PeopleTools

ORACLE’
Menu &

[ Class Search / Browse
> Academic Planning
— View My Assignments
~ My Class Schedule

— Wy Weekly Schedule
- Add Cl.

- Edita Class
- Enroliment: Swap

— View by Exam Schedule
- View by Grades ®oc-
[» Campus Finances
[> Campus Personal
[ Academic Records
ProgressiGraduation
[> Transfer Credit
[> Student Admission
— Student Cent

[ Records and Enroliment

[ Reporting Tools

|- Change My Password
- by Personalizations

Home |

EE— )
My Academics

edit || term information |

Miss Saima Tariqg

[ s )

add II

®

Enroll

N

arop ||

| my class schedule || swap ||
Add Classes

2. Confirm classes

Dates

Click Finish Enrelling to process your request for the classes listed below. To exit
witheut adding these classes, click Cancel.

Summer

pen

Class Description Days/Times

Principles Of
Accounting
(Lecture]

Mo 3:00PM -
4:00PM

ACC 111-A
(17404)

5. Iradat

CANCEL PREVICUS FINISH ENROLLING |

er
Enroll My Academics

Add

Search Plan

ment System
Edit Term Information

My Class Schedule Drop Svap

T — )

Add to Favorites

Main Conkent.

Sign out

Done

& mternet

#,100%

Step

Action

17.

Status of your class is shown here. Now
Click the Finish Enrolling button.

| FINISH ENROLLING I
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ET—

Search:
—
[~ Self Senvice
[ Class Search / Browse ( SEIET ]( Plan W

> Academic Planning

= Enroliment Add Classes

Catalog | myclass scheaule || add ||

drop Il swap

My Academics

edit || term information |

— View My Assignments
— Enroliment Dates

— My Class Schedule

— Wy Weekly Schedule

3. View results

— Enroliment: Add Classes

— Enrollment: Drop Classes|
— Enroliment: Edit a Class

Classes
— View by Exam Schedule

[» Campus Finances

- Enroliment Swap Summer 2010 | Undergraduate | IBA Karach

— View My Grades & Succecs: comllad

CHe=Hz=

View the fellewing status report for enrollment confirmations and errors:

[> Campus Personal Class \HE

ssage

[status |

Information

> Degree
ProgressiGraduation

[> Transfer Credit

[> Student Admission

d Success: This class has been added to your
> Academic Records =S 460 schedule.

MY CLASS SCHEDULE

4

ADD ANOTHER CLASS |

[ Involvemnent
[> Search Search Plan Enroll My Academics

— Student Center My Class Schedule Add Drop Svap

> Hostel Management System
P —

[ Records and Enroliment
(- Financial Aid

[- Set Up SACR

[ Reporting Tools

(- PeopleTools

|- Change My Password
- by Personalizations

Edit Term Informstion

Main Content

orAcLe N —
Home | AddtoFavortes | Sign out

Done

& mternet

H100%  +

Step Action

18. If Status of the class is Success that means you are successfully enrolled in the

class.

| MYy CLASS SCHEDULE I

To enroll into another course click 'Add Another Class' button.
To see the schedule of your classes,
Click the My Class Schedule button.

If Status of the class is Error that means you are unable to enroll in this class.
Please see the message against the class for details.
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Search:

[~ Self Senvice

Catalog

> Degree

[ Search

[ Financial Aid

(- PeopleTools

- by Persor

[ Class Search / Browse

> Academic Planning

= Enroliment

— View My Assignments
— Enroliment Dates

— My Class Schedule

— Enroliment: Add Classes

— Enrollment: Drop Classes|
— Enroliment: Edit a Class
- Enroliment: Swap
Classes

al y Exam Schedule
-\ y Grades

[» Campus Finances

[> Campus Personal
Information

[ Academic Records

ProgressiGraduation
[> Transfer Credit
[ Student Admission
[ Involvemnent

— Student Center
> Hostel Management System
[ Records and Enroliment

[- Set Up SACR
[ Reporting Tools

|- Change My Password

ORACLE’
Menu &

Miss Saima Tariqg

Home |

[bo.. KO

Enroll

[ s )

add Il

N

arop ||

| my class schedule || swap || edit

My Class Schedule

My Academics

|| term information |

Select Display Option (@ List View () Weekly Calendar View

Summer 2010 | Undergraduate | IBA Karachi change term

T Class Schedule Filter Options

Show Enrolled Classes Show Dropped Classes Show Waitlisted Classes ~_filter

ACC 111 - Principles Of Accounting

Status Units|Grading Grade Deadlines

Graded £
Start/End
Date

Enrolled 3.00

Class Nbr | Section|Component Days & Times  Room Instructor

17404 A 08/29/2010 -

08/18/2010

S.M. Faisal
Bhatti Iradst

Lecture Ma 3:00PM -

4:00PM

Tea

Erinter Friendly Page

Search Plan Enroll My Academics

My Class Schedule Add Drop Swap Edit Term Information

goto ... ~ |

Add to Favorites |

Sign out

Done

& mternet

#,100%

Step

Action

19.

Your Class Schedule is shown here. If enrollment is successfull, you could see the
selected course here.
To see only the Enrolled courses uncheck Show Dropped Classes and Show
Waitlisted Classes option.

Click the Show Dropped Classes option.

| Show Dropped Classesl

20.

To unchek Show Waitlisted Classes,
Click the Show Waitlisted Classes option.

| Show Waitlisted Classes|
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Search:

[~ Self Senvice
Catalog

= Enroliment

Classes

Information

> Degree

[ Involvemnent
[ Search

[ Financial Aid
[- Set Up SACR

(- PeopleTools

[ Class Search / Browse
> Academic Planning
— View My Assignments
— Enroliment Dates

— My Class Schedule
— Wy Weekly Schedule

— Enroliment: Add Classes

— Enrollment: Drop Classes|
— Enroliment: Edit a Class

- Enroliment: Swap

— View by Exam Schedule
— View by Grades

[» Campus Finances

[> Campus Personal

[ Academic Records

ProgressiGraduation
[> Transfer Credit
[> Student Admission

— Student Center
> Hostel Management System
[ Records and Enroliment

[ Reporting Tools

|- Change My Password
- by Personalizations

T — )
My Academics

|| term information |

Miss Saima Tariqg

( Search ]( Plan W Enroll

| my class schedule | add | droe ||  swap || edit

My Class Schedule

Select Display Option (@ List View () Weekly Calendar View

Summer 2010 | Undergraduate | IBA Karachi change term
T Class Schedule Filter Options

Show Enrolled Classes || Show Dropped Classes ] Show Waitlisted Classes _filter

ACC 111 - Principles Of Accoun ting
Status Units|Grading Grade Deadlines
Enrolled 3.00 Graded £
Class Nbr | Saction| Component Days & Times | Room Instructor i‘:{:ﬁ"d
17404 A Lecture Mo 3:00PM - TBA S.M. Faisal 05/29/2010 -
4:00PM Bhatti Irsdst  08/18/2010
Brinter Friendly Paqs

Search Plan Enroll My Academics

My Class Schedule Add Drop Swap Edit Term Information

goto ... v|®

orAcLe N —
Home | AddtoFavortes | Sign out

& mternet

H100%  +

Step

Action

21.

Click the filter button.

22.

Now you could only see the classes in which you are enrolled. Filter can also be
applied in a similar way to show the dropped classes.
End of Procedure.

Online Enrollment - Add Classes with Labs

Procedure

Online Enrollment - Add Classes lesson shows the steps to Enroll in Classes without Labs. To

enroll into classes with which labs are associated follow steps given in this lesson.
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Step Action

15. Status of your class and Lab are shown here.
Click the Finish Enrolling link.

FIHISH ENROLLING

16. If status of the class is Success that means you are successfully enrolled in the
class.

If Status of the class is Error that means you are unable to enroll in this class.
Please see the message against the class for details.

To add another class click on '‘Add Another Class' button and to view your class
Schedule click on ' My Class Schedule' button.
Click the Add Another Class button.

oD ANOTHER CLASSH

17. End of Procedure.

Online Enrollment - Drop Classes

Procedure

You can Drop a class only if you are already enrolled into a class.

ORACLE

PEOPLESOFT ENTERPRISE

Select a Language:

User ID: Enalish Espaiiol

Dansk Deutsch
Password: Erancais Francais du Canada
ltaliana Maagyar
Sign In Nederlands Norsk
Polski Portugués
Suomi Svenska
Cedting BEiE
=0 PyCikui
Ty i e 3T
Egmh ]
Sel Trace Flags UK Enalish

Copyright & 2000, 2009, Orscle. All ights
andlor its affiliates. Other na

€ Internet F100% T
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Step Action
1. Please enter the User 1D and Password provided to you in your letters instead of

"Model_Student".
Enter the desired information into the User ID: field. Enter "Model_Student".

Enter the desired information into the Password: field. Enter "Model_Student".

Click the Sign In button.
[Sonin |

ORACLE’

Menu =2

Search:

@

[- Self Senvice

> Hostel Management System

[ Records and Enroliment

[+ Financial Aid

[> SetUp SACR

- Reporting Tools

> PeopleTools

— Change My Password

— Wy Personalizations

A D & mmternet E 0% v
Step Action
4. Click the Self Service link.
Self Senvice

Page 49




Training Guide

PeopleSoft CMS

- Self Service

Oracle User
Productivity Kit

ORACLE’
Menu &

[ss! Senvcel
[ Class Search / Browse
Catalog
[ Academic Planning
b Enroliment
> Campus Finances
[» Campus Personal
Information
b Academic Records
> Degree
Progress/Graduation
[ Transfer Credit
[ Student Admission
[ Involvernent
I Search
— Student Center
- Hostel Management System
[ Records and Enroliment
[+ Financial Aid
[- SetUp SACR
(- Reporting Tools
- PeopleTools
- Change Wy Password
|- My Personalizations

) Self Service
Navigate to your self service information and activities.

'.,95’ Student Center
& Use the student center to manage school
related activities.

Enroliment
View appointments, plan and enrollin classes,
view student and exam schedules.
= View My Assignments
= Enroliment Dates
= My Class Schedule
7 More.

B%A:ademlc Records

View grades and advisors and reguest
transcripts and verification reports.
=l Request Official Transcript
= View Unofficial Transcrint
= Request Official Transcript
5 More

@ Student Admission
Apply for admission and check your
application status.
[E Reguest Information
= Application Status

K] Class Search / Browse Catal

Find classes that match your selection criteria,
or browse the course catalog by subject
= Class Search
| Browse Course Catalog

(@Camgus Finances

B4 View your aceount, make an electronic
payment, view and accept your financial aid
awards.
=l Print Invoice
= Account Inguiry
=l Payment Profile

w Degree ProgressiGraduation
oo View your degree progress report and apply
for graduation.
= My Academic Requirements.
= My Academic Reguirements.
] View Degree Proaress Report
= Apply for Graduation

é nvolvement

(=21 Make a gift or pledge. View history about my
participation as a doner or & member.
E Ways To Give
[ My Involvement

e

an out

Academic Planning
Buid your academic planner
=] My Planner

=l Enrolment Shopping Cart
=My Course History

Campus Personal Information
Maintain your personal information and review
holds and to dos pending to your record
=l Personal Data Summary
= Addresses
= Hames
18 More.

Transfer Credit

Evaluate classes for transfer and view your
transfer credit report,

= Evaluate My Transfer Credit

ElView Transfer Credit Report

Search
Search

& mternet

H100%  +

Action

Click the Enrollment link.

Click the Enrollment: Drop Classes link.
|Enr0||ment. Orop Classes
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Search:

L J@
[~ Self Senvice
[ Class Search / Browse
Catalog
> Academic Planning
= Enroliment
— View My Assignments
— Enroliment Dates
— My Class Schedule
— My Weekly Schedule
— Enroliment: Add Classes

— Enroliment: Edita Class
- Enroliment: Swap
Classes

— View by Exam Schedule
— View by Grades
[» Campus Finances
[> Campus Personal
Information
[ Academic Records
> Degree
ProgressiGraduation
[> Transfer Credit
[ Student Admission
[ Involvemnent
[ Search
— Student Center
> Hostel Management System
[ Records and Enroliment
[ Financial Aid
[- Set Up SACR
[ Reporting Tools
(- PeopleTools
|- Change My Password
- by Personalizations

Miss Saima Tariqg

Home |

EOT— )

[ s )

Plan

| my class schedule | add

Drop Classes

| drop

My Academics

swap || edit

Enroll

|| term information |

Select Term

Tarm

Caraar

Institution

O |Spring 2010

Undergraduate

IBA Karachi

O |Summer 2010

Undergraduate

IBA Karachi

CONTINUE

Search Plan Enroll My Academics

My Class Schedule Add Drop

T — )

Svap Edit Term Information

Add to Favorites |

Sign out

Done

& mternet

#,100%

Step

Action

©]

Select your current term here for which you want to drop a class.
Click the Summer 2010 option.

Click the Continue button.

CONTINUE
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Menu &

' ®
[~ Self Senvice

[ Class Search / Browse
Catalog

> Academic Planning

= Enroliment
— View My Assignments
— Enroliment Dates
— My Class Schedule
— My Weekly Schedule

- Enroliment: Swap
Classes

— View by Exam Schedule
— View by Grades
[» Campus Finances
[> Campus Personal
Information
[ Academic Records
> Degree
ProgressiGraduation
[> Transfer Credit
[ Student Admission
[ Involvemnent
[ Search
— Student Center
> Hostel Management System
[ Records and Enroliment
[ Financial Aid
[- Set Up SACR
[ Reporting Tools
(- PeopleTools
|- Change My Password

Home

Miss Saima Tariqg

T | )

My Academics

edit

Plan Enroll

I

add Il

|

arop ||

( Search

| my class schedule || swap || || term information |

Drop Classes

1. Select classes to drop

Select the classes to drop and dlick Drop Selected Classes.

Summer 2010 | Undergraduate | IBA Karachi __ change term

WEnrolied

Selact| Class

Days/Times Instructor Status

'

DROP SELECTED CLASSES
¥ My Summer 2010 Class Schedule

Principles OF
Accounting
(Lecturs)

ACC 111-A
(174047

Mo 2:00PM -

b S. Iradat

Search Plan Enroll My Academics

Add

My Class Schedule Drop

P — )

Svap Edit Term Information

- by Personalizations

Add to Favorites |

Sign out

Done

& mternet

H100%  +

Step Action

Click the Select option.
This will select the course to be dropped.

[

10.

Click the Drop Selected Classes button.

| DROP SELECTED CLASSES I
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ORACLE’
Menu &

Miss Saima Tariqg

Home | AddtoFavorites |  Sign out

®

Search:
[~ Self Senvice

[ Class Search / Browse
Catalog

> Academic Planning

= Enroliment

Plan

Search

I
[

[

| my class schedule ||

I

add

drop

Drop Classes

Enroll

swap

My Academics

edit || term information |

— View My Assignments
— Enroliment Dates
— My Class Schedule
— My Weekly Schedule
— Enroliment: Add Classes
— Enrollment: Drop Class
— Enroliment: Edit a Class
- Enroliment: Swap
Classes

— View by Exam Schedule
— View by Grades

[» Campus Finances

2. Confirm your selection

W enrolled

Click Finish Dropping to process your drop reguest. To exit without drepping
these classes, click Cancel.

®

[> Campus Personal Description Days/Times

Room

Instructor Stitusl

Information
[ Academic Records

Principles Of

Mo 3:00PM -
Accounting s

> Degree (Lecture)

ProgressiGraduation

[ Transfer Credit CANCEL

TBA

PREVIOUS

5. Iradat

v

FINISH DROFFING |

[ Student Admission
[ Involvemnent

[ Search
— Student Center
> Hostel Management System
[ Records and Enroliment
[ Financial Aid
[- Set Up SACR
[ Reporting Tools
(- PeopleTools
|- Change My Password
- by Personalizations

Enroll My Academics

Add

Search Plan

My Class Schedule Drop Svep

T —

Edit Term Informstion

Done

#,100%

& mternet

Step Action

11. Click the Finish Dropping button.

| FINISH DROPPING I
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Search:

ET—

[~ Self Senvice
[ Class Search / Browse ( Seareh ](

Catalog | my class schedule | add
> Academic Planning
= Enroliment Drop Classes

— View My Assignments

— Enroliment Dates 3. View results
— My Class Schedule

— My Weekly Schedule

— Enroliment: Add Classes

request.

— Enroliment: Drop Classes

— Enroliment: Edita Class
- Enroliment: Swap
Classes

[» Campus Finances

View the results of your enrollment request. Click Fix Errors to make changes to your

— View Wy Grades & Success: dropped

[> Campus Personal Class [Message

Information

> Degree
ProgressiGraduation

[> Transfer Credit

[ Student Admission

[ Involvemnent

[ Search

i Success: This class has been removed from your
[» Academic Records ACC 111 schedule.

My Academics

|| term information |

CHe=Hz=

MY CLASS SCHEDULE

— Student Center

(- Financial Aid
" SalUp SAGR P
[ Reporting Tools

(- PeopleTools

|- Change My Password
- by Personalizations

> Hostel Management System Search Plan Enroll My Academics
[ Records and Enroliment My Class Schedule Add Drop Svap

orAcLe N —
Home | AddtoFavortes | Sign out

Done

& mternet

H100%  +

Step Action

12. If Status against the class is Success, that means you have successfully dropped

the class.

Point to the object.
4

If Status against the class is Error, that means you are unable to drop the class.
Please see the message against the class for further details.

13. You can also view the status of the course by clicking on *‘My Class Schedule'

button.
End of Procedure.

Online Enrollment - No More Capacity

Procedure

Student trying to enroll in a class, which doesn't belong to their program.
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