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e Click Name Search

e Click in Last Name box

e Type Last Name

e PressTab

e Type First Name or portion of

\ First Name
Click the Search icon
e Double Click to select the
Student
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To view the Student Scholastic
Record:

If the Student does not have a schedule
A notice box will appear.

Student Found, But Me Scheduls Records bo Display.

e Click the OK button
If the Student has a schedule
—e Click the SSR button

The Student Scholastic Record is
displayed

Student Scholastic Record
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—e  Click the Print icon to print the
Report
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corner to close the report
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To add a course using the Student
Schedule Maintenance:

T Select the Structured Schedule
button

If the Student does not have a schedule a

notice box will appear.

e Click the OK button

If the Student does not have a schedule,
after Selecting Structured Schedule a
notice box will appear.

Mo Schedule Records to Display,

Notice

e Click the OK button

e Click the Add New icon
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A notice box will appear.
K i MNotice

CoursefSection Updated to Dropped Status.

e Click the Ok button
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Withdrawn Course using the Student
Schedule Maintenance:

Note: If there is a course number with
the same, section and period available
use it first.

Select the Dropped Courses
button

T~

Highlight the Course to be
Activated

Click the Activate WD course
icon

\
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e Click the Yes button
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e Click the Ok button

Note: If there are no more dropped
COUrses

A notice box will appear

Skudent Found, but Mo Schedule Records ba Display .

e Click the Ok button
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Select the Mon-Fri for a course
offered 5 days a week

Or

Select the appropriate days the
Course is being offered

Enter the appropriate Start
Time and End Time

Click Update
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