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SUMMARY STEPS AND INFORMATION

Procedure Information:

Title: Registering a Student
Mnemonic: RGN

File Name: JA_RGN_.ppt
Application: APPS-ST-RG-RGN
Primary Dept:  Register/Cashiers
Effective Date: July 10, 2006
Revision Date: July 18, 2006 Rev # 1

Purpose:

Use RGN to register a student in classes for any open term registration.

** The Student MUST be an admitted student before they can

register for classes **

Summary Steps

1. Login to Datatel. Click APP, then Click ST.
Type “RGN”’, click GO.

2.  Choose printer location

3. Save i

4. Enter student Datatel ID, or Last name,
First name at Student Lookup prompt

5. Student Name, ID#, phone number, street
address, city, state and zip code will self
populate

6. Date will self populate from system date.

6/22/07

10.

From student worksheet enter Section

Name and Course Number
(e.g. ENGL-101-01)

Section dates, room number, day-of-
week class meets, credits, Term,
Section Time will self populate. Verify
data.

Term, Summary, Level, Load, Credits,
and Status will auto fill. Verify data.

* To check student schedule use drop-

down box. (optional)

Job Aid: Registering a Student - RGN

11.

12.

13.

14.
15.

* To check the Waitlist use drop-down

box. (optional)

Click on billing for total charges

Enter Payment type
Save your work
Choice of Map print “y” or “n”
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Job Aid: Registering a Student - RGN SCREEN SHORTCUTS AND GUIDE OVERVIEW

Using the Guide

Task Bar
1. Actions are B_old. _ Quick Access v| Bco d > & i &« ﬁ D:l @
2. Data to enter is “Italic”.
Notes are bulleted Enter Mnemonic Execute Save Cancel Save Cancel Delete Menu Field
) ! or Select from Button All Record Tree Help
Field Codes Dropdown
3. Field Names are underlined. |W| S |Y| i
. ave XIt
4. Click means use the mouse. = S
5. Enter means use the keyboard.
6. Press means use the keyboard. —| A i —
Course Level: (1100 Begirningl % Course Levels (1100 Beginninal | =
_ 100 Beqinning Lewvel indi L
[: q:][ < ] [ = |[=>] DROP DOWN LIST 200 Edvanced Lovel SCROLL - Indicates more than one selection is
Click Icon, Click item |rg Contirwing Ed allowed. Click Arroyvs to scroll up or down. This
First  Previous Next Last on the list. DEY  Developmental example shows #1 is level 100.

Record Record Record Record

E] Shatus CALENPAR — Click | i CALCULATOR — Click
CUVE SEETEE R A seroll to month and year. % calculator keys. Click
DETAILS — Click Icon to open a new window W o oa o dCIICkl\I/DIl\e/lltIDeb\?\: tgggfg; [z]=]-] Enter- Orjusttype
to display or record more details for the field. R B ) ' o ][] number into field.
When done, click Save.
Original Function Keys
Process Function Window Window Window Field Element Cancel Exit Refresh Clear Screen
i Help Help Insert Page Back Back Back EOL Back
Shift > Jump | X |
Field Detail Window Field Window Field Element Direct Finish Update Screen Screen
Help Jump Jump FWD FWD FWD Access Jump FWD
F1 @ F2 |!] F3 F4 F5 F6 F7 F8 F9 F10 ‘ H ‘ F11 F12
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Datatel Login

Enter s User ID and Password:

UserID: [ masidste
b ]

i

Datatel

Passwon d:

# Datatel - coltest - 5T
File Edit Wdgs=d Favarites Options Help

,;_f_l)atatel - coldev - ST
E!u\ckAccess,m Bso = Q x &R ﬁ @ @
B 4 ST

— TR - Student Records
7 AL - Acsdemic Records M
L AM- F\ecr%’nentmdm\ssions Mamt i_d GRD - Grading 7 .
=3 AR - Accounts Recsivable 3 ASD - Academic Standing
_d CC - Communications Management i_d SGR - Graduation Process
=3 CR - CashReceipts C3 ATR - Transcripts
. CU - Curriculum b anagement i SHw - Student HistuzAwfithdrawal
3 DA-Degree Audt -3 SAT - Student Attendance Tracking
_J DM - Perzon Demagraphics i SIT - NSC: Student Info Transfer
3 FA - Financial Aid

1.

Quick Ace ELRE v B d8 X& 7 B @
= | CF A d AC - Academic Records
=Y st emic: Riecords Ak - Fecriitment/bdmiszior
.._'—E._._..._ - Shudent Records AR - Accounts Receivable 3
_J 5TH - Student Terms . CC - Communications bana
[+ GRD - Grading . CR - CazhReceints 4

STEP BY STEP INSTRUCTION

Step 1: Login to Datatel

Double Click on the Datatel Icon.

Enter your “User ID” and “Password”
Database should be [collive]

Click OK.

At the Datatel Menu Bar, Click on Apps
Click ST

In the Quick Access area, enter RGN

Click Go
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Datatel - coldev - ST

e Edit Favorites Tools Help

Quick Access RGN v| Bco ‘ R @ x& J @ 4

= o~ || RGM-Registiation | HGN-F\egistralion] [
~
‘ \ 1 2 Step 2and 3
E I using REG.CONTROLS, Wiew: REG.CONTROLS | =
E [J| Seq: Recora Ip Descriptien
E 1. Check printer location
g (W 1: LPR.CRED Lapeer Credit Printer-Ol
0 2. LDRCREDY Lapeer Credit Printer-04 2 Save ;
E O 3: GUIDCUP  Guidance hocess CWP H i
0 4: MATH-EMP HMath Empowerment Center [ —
E O §: ADV.COUZ  Advisement Printer §2 L
3
P §: ADV.COU  Advisement Printer §1 i
c ¥ 7: TREG Telephons M}.on Ca
B [ 8: REG Re Etion Credit F
4 F 9: NOCE-WP— HNon-Credit No Printouts
E O] e ez Registzar Window §2 -
E O 11: REGZ Registrar Window §%
E ¥ 12: REG4 Registrar Window #4
3 Fi 13: REGS Regqistrar Window §5 i
|| |0 P Te rece Registzar Windew #6 bl ]
< > 3 m| > 3

# Datatel - coldev - ST

File Edit Favorites Enls Help Step 4

Quick Aosess 7 B¢ B UHQ x& § B8 @

o A RGN-Registation )
E E] 1. Enter student Datatel ID or Last name , First name
; 2. Click OK
E
E CEUs
1" -
E =
E [ ok ] (cacel ] [ Detal | [ Fish | [ Hep | -
Bl & 3] ] | [ @
E
e & 5] [ | \ [ @
E
E Term Summary Level Load Creds CEl
i
E 2 )
g Fl
< >F: ] T T T 3
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Step5and 6

—

2.

Student Name, ID#, phone number, street address,
city, state and zip code will self populate. Verify data

Date will self populate from system date

Enter Term Date —Not an option to enter here
will populate after entered in step 7

Step 7 and Step 8

Using the student worksheet ENTER Semester ,
Class Name, Course Number and Section Number (e.g.

2008/1 ENGL-101-01) * this will populate as stated
in step 6 and will not change until entry of
different term if necessary.

If Section is full, re-type Section Name and use lookup

function (e.g. ENGL-101...) This will tell you if section is
full/closed.

Section dates, room number, day-of-week class meets,
credits, Term, Section time will self populate. Verify data

Enter next section
Finish

Update record
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