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Process Overview 

Students will be able to access their class schedule in self-service, however, there will still be plenty of 
requests for registration assistance and the need to view students‟ class schedules by the Registrar‟s 
Office, Academic Advisement and a few Academic Departments.   

The Student Study List (as the student‟s class schedule is referred to in PeopleSoft) can be viewed, as 
well as printed from the Enrollment Request pages quite easily.  This Study List can be printed as a web 
page. 

 
 

Where the Data for This Process Comes From 

 

Where the Data from This Process Goes 

 

Related Information 

Prerequisites and Assumptions 

 

PREREQUISITES AND ASSUMPTIONS 

 Student is enrolled in at least one class 
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1.0 Viewing Enrollment Summary by Term 

1.1  Locating a Student in the System 

 
Navigation: Records & Enrollment > Enrollment Summaries > Enrollment Summary 
 

 
 

Step 1 Enter the student‟s CWID number into the ID field. 
Or you may choose to enter the student‟s Last Name (will bring up all students enrolled 
in that particular term who have that last name – choose one) or both Last Name and 
First Name, as pictured above. 

Step 2 If you are looking for a specific term, enter the appropriate Term.  Use the magnifying 
glass  for assistance, if necessary.  Leaving this field blank will return all semesters the 
student has enrolled. 

Step 3 Click the  button. 

 

 
 

Step 4 If a list is returned, click on the appropriate semester you wish to view.  The screen will 
advance to the Enrollment Summary tab for that semester. 
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1.2  Viewing Enrollment Summary (Enrollment Actions for Selected Term) 

 

 
 
 

Step 1 The Enrollment Summary will display 3 classes.   If there are more classes to view, it 
will indicate this between the ◄► navigation arrows (example above: “1-3 of 6”).    

Step 2 Click the View All link to view all classes on the same page 
This screen gives an overview of enrollment actions in the term you are viewing.  For 
further detail on the student‟s enrollments (days and times of enrolled classes, instructor 
names) you will use the Print Study List link (see Section 1.4 that follows) 
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1.3 Viewing Term Statistics 

 

Step 1 For a basic overview the student‟s statistics for the term you are viewing, click the Term 
Statistics tab 

 

 
 

 

This page provides a basic snapshot of unit statistics for the term, including term unit 
totals for courses Taken and Passed.  The No GPA column lists units for any course(es) 
taken that do not contribute to the GPA (such as CR/NC). 
 
The lower right-hand portion of the page shows the calculation of the Current GPA 
(This is the Term only GPA for the semester being viewed , not cumulative GPA) 
 
For further detail on the semester, including grades, the unofficial transcript should be 
viewed.  

Step 2 Return to Enrollment Summary by clicking on the Enrollment Summary link at the 
bottom of the page or the Enrollment Summary tab. 
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1.4  Viewing Student’s Study List (Courses, Course Meeting Times, Instructors) 

 

Step 1 For further detail in the student‟s enrollments for the selected term (days and times of 
enrolled classes, instructor names) click the Print Study List link on the Enrollment 
Summary tab.  The screen will show the „Processing’ message, refresh and return to the 
same screen. 

Step 2 

 

Click on the Report Manager link (screen will advance to the Administration tab) 

 
 

 
 
 

Step 3 

 

Click on the Refresh tab and wait several seconds.  The screen will show the 
‘Processing’ message and return.     
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Step 4 

 

Continue to click on Refresh and wait until the screen shows the following values in 
these columns: 
Description:  there is a report listed 
Status:           Posted 
Details:          Details link 

 
 

 
 
 

Step 5 

 

Click on the Details link to view a list of reports. 
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Step 6 

 

Click on the name of the report that is a PDF 

Step 7 

 

A separate window will open showing a copy of the student‟s Study List which shows 
the student‟s term enrollment actions, and provides courses, instructor names and 
meeting days and times. 
NOTE:  You will need Adobe Acrobat to view the file. 
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Step 8 

 

The Study List can be viewed and/or printed.  To print the Study List, click on the 
printer icon in the tool bar of the PDF window.  To exit the Study List, click on the X at 
the top of the window, which will return you to viewing the Report Detail page.   
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Step 9 To delete the Study List you have viewed/printed from list of requested files, click 
Cancel.  This action will refresh the screen and present additional tabs on the bottom of 
the screen which you will need to click to complete the process of deleting this file from 
the list. 
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Step 10 Click on the checkbox next to the report(s) you wish to delete 

Step 11 Click on Delete 

Step 12 Click on ‘Yes’ in the message box that appears (shown below) 

Step 13 Click on ‘OK’ in the next box that appears (shown below) 

Step 14 Click on Save 

 

 
 
 

 


