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Exercise 1:  Logging into CS2 (iSIS Test database) and the Faculty Center

	1.  
	Open Internet Explorer.

	2.  
	In the Address Bar, Type:

https://icicle.as.ksu.edu:7042/

	3.  
	Enter the eID from the Exercise Data Sheet.
NOTE:  Refer to the eID column beside your User number.

	4. 
	See the projected image up front for the password.

	5. 
	Click Sign In.

	6. 
	End of Exercise.


Exercise 2:  Looking through the Student Services Center
	1.  
	Click Campus Community.

	2.  
	Click Student Services Ctr (Student).

	3.  
	Type 000281036 in the ID field.

	4. 
	Click Search.

	5. 
	In the Holds box, click details.

	6. 
	Click Advisor Flag.

	7. 
	Click Return.

	8. 
	Click Cancel.

	9. 
	In the Personal Information region, click Demographic Data.

	10. 
	Click Cancel.

	11. 
	Click Academics tab.

	12. 
	Click the Edit Program Data button.

	13. 
	Click Cancel.

	14. 
	End of Exercise.


Exercise 3:  Adding a Class for a Student

	1.  
	Click Records and Enrollment in the Menu Pagelet.

	2.  
	Click Enroll Student.

	3.  
	Click Quick Enroll a Student.

	4. 
	Enter the student’s EmplID from the Exercise Data Sheet in the ID field (alternatively, you may search by their name).

	5. 
	Enter UGRD as the Academic Career.

	6. 
	Ensure the KSUNV is entered as the Academic Institution.

	7. 
	Enter 2082 (Spring 2008) as the Term.

	8.  
	Click Search.

	9.  
	Set the Action to Enroll.

	10.  
	Enter the Class Nbr from the Exercise Data Sheet.

	11. 
	Click Submit.

	12. 
	Verify the status of the request (iSIS will indicate either Success, Messages, or Error.)

	13. 
	Click Save.

	14.  
	End of Exercise.


Exercise 4:  Adding a Class for a Student with an Override

	1. 
	Select the appropriate Class Override based on the error message above, using the various tabs in Quick Enroll (Units and Grade, Other Class Info, General Overrides, Class Overrides).

	2. 
	Click Submit.

	3. 
	Verify the status of the request (iSIS will indicate either Success, Messages, or Error.)

	4. 
	Click Save.

	5.  
	End of Exercise.


Exercise 5:  Dropping a Class

	1.  
	Click the ‘+’ button on the far left.

	2.  
	Set the Action to Drop.

	3.  
	Enter the Class Nbr from the Exercise Data Sheet.

	4. 
	Click Submit.

	5. 
	Verify the status of the request (iSIS will indicate either Success, Messages, or Error.)

	6. 
	Click Save.

	7.  
	End of Exercise.


Exercise 6:  Granting Permission

	1.  
	Click Records and Enrollment in the Menu Pagelet.

	2. 
	Click Term Processing.

	3. 
	Click Class Permissions.

	4. 
	Click Class Permission Numbers.

	5. 
	Enter KSUNV for the Academic Institution.

	6. 
	Enter 2082 (Spring 2008) for the Term.

	7.  
	Enter the Subject Area and Catalog Number from the Exercise Data Sheet.

	8.  
	Click Search.

	9. 
	Set the Default Date to 07/31/2008.

	10. 
	Enter the EmplID for your student from the Exercise Data Sheet.

	11. 
	Click Save.

	12. 
	Note:  To add additional permissions, click the ‘+’ button on the right and follow step 10 above.

	13.  
	End of Exercise.


Exercise 7:  Revoking Permission

	1. 
	Click the ‘-‘ button on the right of the name you entered above.

	2. 
	Click Save.

	3.  
	End of Exercise.


Exercise 8:  Getting Ready for Program/Plan

	1.  
	Click Records and Enrollment in the Menu Pagelet.

	2. 
	Click Career and Program Information.

	3. 
	Click Student Program/Plan.

	4.  
	Enter the student’s EmplID from the Exercise Data Sheet in the ID field (alternatively, you may search by their name).

	5. 
	Select Undergraduate as the Academic Career.

	6. 
	Click Search.

	7. 
	If more than one record matches your search, select the record with the LOWEST Student Career Number that is from the College you represent.

	8. 
	End of Exercise.


Exercise 8:  Adding a Plan

	1. 
	Click the ‘+’ button on the right-hand side.

	2. 
	Set the Effective Date to 01/01/08.

	3. 
	Set the Program Action to PLNC (Plan Change).

	4. 
	Set the Action Reason to RQST (Student Requested).

	5. 
	Verify the Admit Term and Requirement Term are populated.

	6. 
	Click the Student Plan Tab.

	7. 
	Click the ‘+’ button on the right-hand side.

	8. 
	Select an Academic Plan.

	9. 
	Set the Plan Sequence to 20.

	10. 
	Set the Requirement Term to 2082 (Spring 2008).

	11.  
	Click Save.

	12. 
	End of Exercise.


Exercise10:  Changing Plan Data
	1.  
	Click Records and Enrollment in the Menu Pagelet.

	2.  
	Click Career and Program Information.

	3.  
	Click Student Program/Plan.

	4. 
	Enter your student’s EmplID in the ID field (alternatively, you may search by their name).

	5.  
	Click Search.

	6.  
	Select the student’s program established in Exercises 1 and 2.

	7.  
	Click the + button to add a new row of data.

	8.  
	Set the appropriate values for the following fields:

· Effective Date

· Program Action (DATA)

	9. 
	Change the Admit Term and/or Requirement Term values.

	10. 
	Click Save.

	11.  
	End of Exercise.


Exercise 11:  Changing Plans (Same Program)

	1.  
	Click Records and Enrollment in the Menu Pagelet.

	2.  
	Click Career and Program Information.

	3.  
	Click Student Program/Plan.

	4. 
	Enter your student’s EmplID in the ID field (alternatively, you may search by their name).

	5.  
	Click Search.

	6.  
	Select the student’s program established in Exercises 1 and 2.

	7.  
	Click the + button to add a new row of data.

	8.  
	Set the appropriate values for the following fields:

· Effective Date

· Program Action (PLNC)
· Any other values that may need to be adjusted

	9. 
	Click Student Plan tab.

	10. 
	Set the appropriate values for the following fields:

· Academic Plan

· Plan Sequence

	11. 
	Click Save.

	12.  
	End of Exercise.


Exercise 12:  Assigning an Advisor

	1.  
	Click Records and Enrollment in the Menu Pagelet.

	2.  
	Click Student Background Information.

	3.  
	Click Student Advisor.

	4. 
	Enter your student’s EmplID in the ID field (alternatively, you may search by their name).

	5.  
	Click Search.

	6.  
	Click the + button in the upper region (beside the Academic Institution) to add a new row of data.

	7.  
	Click the ‘+’ button in the lower region (beside Advisor Number) to add a new advisor.

	8. 
	Set the Academic Career (UGRD), Academic Program (newly created Program), Academic Advisor (self).

	9. 
	Click Save.

	10.  
	End of Exercise.


Exercise 13:  Running a DARS Report

	1.  
	Click KSU Development in the Menu Pagelet.

	2.  
	Click KSU DARS Development.

	3.  
	Click DARS Audit Request.

	4. 
	Enter your student’s EmplID in the ID field (alternatively, you may search by their name).

	5.  
	Click Search.

	6.  
	Check the Dean’s Audit checkbox.

	7.  
	Click Submit Report.

	8.  
	Click the Results tab.

	9. 
	Click the Refresh button until a report(s) appears.

	10. 
	Click View Report beside the desired report from the list.

	11. 
	Review the DARS report. 

	12. 
	Click Return.

	13. 
	Click Return to Search.

	14.  
	End of Exercise.
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