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Viewing and Managing Student Groups

This article covers how authorized users can view and manage Student Groups
for a student, including adding and inactivating a student group.

1. Log in to the campus portal and access Student
Administration.

View step-by-step instructions on accessing Student Administration/Campus
Solutions.

2. Use the NavBar to navigate to Navigator > Records and
Enrollment > Career and Program Information > Student
Groups.

¢ If you access this functionality often, consider adding Student Groups as a
navigation tile on your homepage.

v My Homepage-1 A Q ™ A

Classic Home Student Groups

- ORACLE
ﬁ PEOPLESOFT

A. Click on the NavBar icon to navigate to Navigator > Records and Enrollment >
Career and Program Information > Student Groups.
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B. Or click on the Student Groups navigation tile if you have added it to your
homepage.

3. Enter search criteria for the student you want to view,
such as their Campus-Wide ID or First Name and Last Name.
Then click on Search.
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Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

ID[ begins with w | /800000000 ﬁ

Campus ID|: begins with |
Local Campus ID|W|
National D begins with |
Last Mame |W|

First Name| begins with |

olncludeHistow [CJ correct History [] Case Sensitive
o Search Clear Basic Search Q‘fﬂ Save Search Criteria

A. Enter search criteria for the student such as their Campus-Wide ID or First Name
and Last Name.

B. If available, check the Include History box to view any historical student group
data for the student.

C. Then click Search.
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3.1. If you search by name, select the student from the search
results.

Student Groups

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

ID[ begins with v |

Campus ID|W|

Local Campus ID|W|

National ID[ begins with v |
LastName| begins with v | TITAN

First Name[m]

[ include History [] Correct History [[] Case Sensitive

Search Clear | Basic Search 1927=J Save Search Criteria

Search Results

800000000 Titan, Tuffy Male (blank) (blank) TITAN

TUFFY

View All First ‘4 1sofa '* Last
D Name Gender Date of Birth Campus ID Local Campus ID National ID  National ID Country NID Short Description Last Name First Name
800000000 Titan,Jewel Female (blank)  (blank) Usa SSN TITAMN JEWEL
800000000 Titan,Milton Male (blank)  (blank) USA S5N TITAM MILTOM

4. You will see all of the student groups that the student

belongs to.

Note that you will only see Student Groups that you have permission to

view.
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Student Groups

Tuffy Titan 800000000
Academic Institution Details Find | View All First ‘4 10f3 '} Last
Academic Institution FLCMP CSU Fullerton
Student Group CFS Center for Scholars
Details Find | View All First ‘4/ 10of1 &' Last

QEﬂecti\re Date 01/22/2021 o Status Active
Com

9 Y

Last Update Date/Time 01/22/2021 3:50:454M by 800000001 Type SCC_STD_GRP

The number of student groups for the student are listed at the top right.

The code and description for the student group you are viewing is displayed.
Effective Date indicates when the student was added to the student group.
Status indicates if the student's membership in the student group is Active or
Inactive.

The CWID of the person who last updated this student's membership in the
student group is displayed.
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Choose what you want to do

| want to add the student to a student group

1. If the student already has other groups listed, click on the plus
sign button in the Academic Institution Details section to add a new
student group.

Student Groups
Tuffy Titan 200000000 *
Academic Institution Details Find | View All First ‘4 10of2 '» Last
“Academic Institution FLCMP |Q CsU Fullerton b
“StudentGroup | CFS | Center for Scholars
Details Find | View All First ‘4 1of1 ‘b Last
+|[=
*Effective Date |01/22/2021 E{J *Status | Active A J J
Comments
A
Last Update Date/Time 01/22/2021 9:50:45AM by 800000001 Type SCC_STD_GRP
[5] Save ||[@h Returnto Search =] Motify _#l Include History | |l Correct History
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2. Type in the student group that you want to add the user to. Or
use the magnifying glass to view the student groups that you have
access to add.

Student Groups
Tuffy Titan 200000000 *
Academic Institution Details Find | View All First ‘&' 10of1 '»' Last
Academic Institution |FLCMP Q csU Fullertan [+[=]
*Student Grou;l Q
Ne—
Details Find | View All First ‘' 10of1 '*' Last
*Effective Date E‘.J *Status | Active w ﬂ j
Comments
4
Last Update Date/Time by Type
[5] Save ||[h Returnto Search =] Motify = Include History ||l Correct History

3. Notice the Effective Date and Status have automatically
populated to today's date and Active. Enter any comments and then
click Save.

Please check with your department for any specific business processes for
student groups as that may impact what information you put in these fields.

Viewing and Managing Student Groups // Downloaded: 09-28-2023 // Disclaimer: This document is only Page 6
valid as of the day/time when it is downloaded. Please view the original web document for the current version.



Academic Institution Details Find | View All First ‘4 10f1
*Academic Institution FLCMP |Q CSU Fullerton
*Student Group DSSR |G Disabled student support reade

Details Find | View All First ‘&' 10f1 ‘»/ Last

o *Effective Date |04/15/2022 |[) ostatus [ Active o [+ [=]
oc:»mments

Check with your department about required comments for your student groups

Last Update Date/Time by Type

[§] Save ||[Zr Returnto Search ||[=] Motify Update/Display || & Include History | |E» Co

A. Effective Date automatically populates to today's date. Typically you will leave this
as is.

Status automatically changes to Active.

Enter any comments that are required for your student group.

Then click Save.

UNnw

4. Your changes are now saved.

New Window | Help | Perso |
Saved |
Student Groups )

Tuffy Titan 500000000 o
Academic Institution Details Find | View All First ‘&) 10of1 &/ Last
*Academic Institution [FLCHP |Q,  csU Fullerton F[E
*Student Group |DSSR |Q Disabled student support reade
Details Find | View All First ‘4" 10f1 '» Last
*Effective Date [0415/2022 |5y *Status | Active v ElE
Comments

Check with your department about required comments for your student groups

A

olaswpdate Date/Time 04/15/2022 3:19:04PM by 300000001 Type Manual

A. You will see the Saved message pop up when the save is complete.
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B. The Last Update Date/Time will also populate with the current date/time and
your CWID.

| want to mark the student as inactive for a student group

1. First, click on the plus sign icon in the Details panel to create a
new row.

Student Groups

Tuffy Titan 800000000
Academic Institution Details Find | View All First ‘&' 10f2 '»' Last

*Academic Institution [FLCMP |@,  csu Fullerton [#][=]

*Student Group|CFS  |Q Center for Scholars

Details Find | View All First '4' 10of1 st
+
*Effective Date | 01/22/2021 EJ *Status | Active w

Comments

Y
Last Update Date/Time 01/22/2021 9:50:45AM by 800000001 Type SCC_STD_GRP

[5] save ||[Gr Return to Search =] Motify ozl Include History | |l Correct History

2. The Effective Date is set to today's date. Change the Status to
Inactive. Add any comments you want for the transaction. Then
click Save.

Please check with your department for any specific business processes for
student groups as that may impact what information you put in these fields.
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Student Groups

Tuffy Titan 800000000 *
Academic Institution Details Find | View All First ‘4’ 10f2
*Academic Institution |FLCMP |3 CSU Fullerton
*Student Group |CFS  |Q Center for Scholars
Details Find | View All First 4/ 10f2 '*' Last

. - . |-

o*Eﬂectwe Date 04M15/2022 |[5] o*statusllnadive ¥ JJ

om)mments
Inactive

A
Last Update Date/Time 01/22/2021 3:50:454M by 300000001 Type SCC_STD_GRP

[5] save ||[Z Returnto Search ||[=] Notify pdate/Display || & Include History || Cor

A. Effective Date automatically populates to today's date. Typically you will leave this
as is.

Change the Status to Inactive.

Enter any comments about the transaction.

Then click Save.

UNnw

3. Your changes are now saved.

New Window | Help | Perso |
Saved |
Student Groups )

Tuffy Titan 600000000
Academic Institution Details Find | View All First (4) 10f2 (b Last
*Academic Institution FLCMP |\ Q CSU Fullerton #HE=
*Student Group |CFS  |Q Center for Scholars
Details Find | View All First (4 10f2 (b Last
+|[=
“Effective Date 047152022 |5 “status [inacive ] (=]
Comments
Inactive User

o Last Update Date/Time 04/15/2022 3:04:08PM by 500000001 Type Manual

A. You will see the Saved message pop up when the save is complete.
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B. The Last Update Date/Time will also populate with the current date/time and
your CWID.

Need Help?

For training and how-to assistance, contact IT Training at 657-278-5647 or
ittraining@fullerton.edu.

For technical assistance, contact the IT Help Desk at 657-278-7777 or
helpdesk@fullerton.edu.
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