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Datatel Colleague is an advanced enterprise resource planning solution designed specifically for 
higher education. 
 
DATATEL:  Name of the software company 
 
COLLEAGUE:  Name of the software 
 
CIS:  Name of the implementation project 
 
 
 

� � �� �	�  �� � ����� 	�� � � ���
 
Just as in the past with UNIX, Colleague will be used to access: 
 

� Student Information 
o Program, Assigned Advisor, Telephone Number, and Address  

� Placement Test Scores  
� Student Transcripts**  
� Student Schedules 
� Student Personal Identification Numbers (PINs)  
� Class Rosters  
� Assigned Advisee Listing   

 
 
**For students who have been admitted prior to Fall 2007 you will need to access UNIX for student 
transcripts until the student transcript conversion has been completed.** 
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The “How to Login to Colleague” section will provide you step-by-step directions on how to log on 
to the Colleague system.  Before you begin this section, be sure that you have... 
 

� Datatel on your office computer  
� Your Colleague login user name and password  

 
Please contact ITSD at 919-686-3600 if you are having difficulties or do not remember your login 
information 
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From your computer desktop, double click the Datatel icon  
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When the Datatel Login box appears, it will ask you to enter a User ID, Password and Database. 
Enter your User ID on the first line and your Password on the second line.   For training purposes 
your only database option will be coltest.  As fall 2007 advising begins, a second database option, 
collive, will be become your primary database.  Then select OK. 
                           
 
 
 
 
 
 
 
 
 
 
After you enter your User ID and Password, it will take a few moments for Datatel to open. 
 
                                       

            

 
 
You will be prompted to change your Password as you login the first time.  Your new Password 
must be at least 8 characters and include at least one number.  Passwords must be lowercase.   
Periodically the system will ask you to change your Password. 

�
Password Example: dtccisgr8�
�

�

�

�

�

�

�

�

�



  6 

�� � �� � �  >�� �� ����� ��  � � ��
 
Once logged in to Datatel, you begin with this screen: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To access Colleague, advisors need to be on the ST menu.  To access the ST menu, first select 
APPS from the file menu, then select ST. 
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This process has to be completed twice due to a bug in the system, so again select APPS from the 
file menu, then select ST. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Before Datatel opens the ST menu, you will receive the Alert message below, click OK. 
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On every screen in Colleague, at the top of the page you can always find the Title Bar, the Menu 
Bar, and the Tool Bar.  
 
 
 
The Title Bar includes information on the Current Application (Datatel), Account (coltest), 
and Module (ST).  The Title Bar is for information purposes only.   
 

 
 
The Menu Bar includes File (includes Datatel exit option), Edit (cut, copy and paste options), 
Apps (which you will only use when you sign in to Datatel to select the ST module), Favorites, 
Options, and Help 
 
 
 
 
 
 

 
 
 
 
The Tool Bar provides several user options including Quick Access to Colleague screens, saving, 
canceling, and help options.   

• The Quick Access “Mnemonic Box” allows you to quickly access the Colleague screen you 
need.  All Colleague screens can be accessed with a four letter mnemonic.  For example, the 
student data screen in Colleague can be accessed with the mnemonic SPRO.   

• The first icon looks like a floppy disk.  This allows you to SAVE the information in 
the screen you are working with.  

• The second icon looks like several floppy disks.  This allows you to SAVE ALL the 
information you are working with in various screens.  

• The third icon is a red X.  This allows you to CANCEL the screen you are working in.  
• The fourth icon is several red Xs.  This allows you to CANCEL ALL the screens you are 

working with.  
• The fifth icon looks like a trash can.  This allows authorized users to DELETE RECORD.  
• The sixth icon looks like a menu.  This allows you to SHOW/HIDE TREE MENU.  

The seventh icon is a question mark. This allows you to access the HELP feature.  

SAVE 

SAVE ALL   CANCEL 

CANCEL ALL 

DELETE 

MENU TREE 

HELP 

MNEMONIC BOX 
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Student data (including program, advisor, phone number) is located in the Student Profile section of 
Colleague.  The Student Profile mnemonic is SPRO. 

�
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To access the Student Profile screen, type SPRO in the mnemonic box (located on the Tool 
Bar), and then click the GO button.   
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Using Colleague, you can select a student's record two ways:  

• Last Name, First Name  
 

• Colleague Student ID Number 

With the Colleague system, all students will be assigned a seven digit student ID number.  The 
student ID number will replace the social security number in pulling up student information.   
After you entered SPRO in the mnemonics box and selected the GO button, the Student Look Up 
box will appear. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
**Note** Only one Colleague user can access a student’s record at a time.  
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In the Student Look Up box, enter in the student's seven digit Student ID Number, then click OK 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
After clicking OK you will be directly linked to the student's record.   
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In the Student Look Up box, enter in the student's last name, then a comma, then the student's first 
name.  (ex. Miller, Miranda) Then click OK. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can also search for a student's record by last name, or the first few letters of a student's last 
name.  In the Student Look Up box, enter in the student's last name, or just the first few letters of 
the last name, and then type three periods (...) Then click OK. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
�
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This will search the database and pull up all students with the same last name as the one entered or 
all the last names that begin with the letters you enter.  For example, if you entered in HAR... it 
would bring up student records with the last name Harris, Harrison, Hart, Harvey.   
 
Using either Student Look Up by Name methods (entering Last Name, First Name or partial name 
and ...), after you click OK you will be brought to a screen to select and confirm the student record 
you are looking up.  Depending on how much information you entered, you may have to scroll 
through several screens before finding the student's name and record for which you are searching.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Use the scroll bar to scroll down to find the student’s name 
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After you have located your student's name, there are several ways to select and confirm that this is 
the student record you need.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Option # 1-Point & Click 
First you can left click the white box to the left of the student's name.  A check mark will appear 
confirming that this is the record that you have selected.  After you have made your selection, you 
will need to SAVE your selection.  Click the SAVE icon on the Tool Bar or there is a second 
SAVE icon at the bottom right hand corner of the screen.  After clicking SAVE, you will be 
directly linked to the student's record.   
 
Option # 2-Keyboard 
You can also select and confirm the student's record by entering the line item number before the 
student's name in the white box at the bottom of the page.  After you have entered the line item 
number, select the Enter key and you will be directly linked to the student's record.   

 
Step Two: Select Student Record will be an important step in all student related screens you 
will access.  The same methods of student record selection explained here will also be used to 
pull up the student's test scores, transcripts, and schedule. 

Save Icon 

Save Icon 

Checkmark 

Line Item 
Number 
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Once you have arrived at the student's record, you have read access to the following information:  

� Student's Name  
� Student's Phone Number  
� Student's Academic Program*  
� Student's Advisor  
� Student's Address 

 
Admissions Status 
All students that have applied for admissions will have the program they applied for indicated under 
“Academic Program” even though they may have not been accepted into the program yet.  If the 
student has not been officially admitted into the program, under “Restrictions” it will have  
AD Applied/Not Admitted listed (see example below).  The student will also not have an assigned 
advisor listed.   
      
 
 
If a student needs to change their major, please refer the student to the Admissions Office, 1210 
Wynn Student Services Center.  

Colleague 
ID Number 

Phone 
Number 

Address 

Academic 
Program Advisor 
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*The student's Academic Program on the Student Profile screen (SPRO) is listed as the Program of 
Study code (ex. A10100 represents Associate in Arts Degree). To see the name of the certificate, 
diploma, or degree, click the Detail button (blue box) to the right of the Academic Program code.   
 
You will be linked to the Student Academic Program screen (SACP) and the degree will be listed 
on the bottom half of the screen.  To return to the SPRO screen, click the single red X icon on the 
Tool Bar to CANCEL. An Alert box will appear before returning to the SPRO screen, just click 
OK   
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After you are finished with the Student Profile screen, you can select the CANCEL ALL icon 
(multiple red X’s on the Tool Bar) to exit SRPO and return to the main menu.   

Academic 
Program 
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As we just covered, SPRO provides plenty of student information, but if you need just a student’s 
email address or telephone number, you can quickly access those pieces of information through the 
Person Contact Information screen.  The mnemonic for the Person Contact Information screen 
is PCIN.   
�
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�
To access the Person Contact Information screen, type PCIN in the mnemonic box (located on the 
Tool Bar), and then click the GO button.   
�
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As with the Student Look Up section of the Colleague, you will need to select a student's record to 
access the Person Contact Information screen. Please refer back to pages 10-14 to review the 
student record selection process. The same methods of student record selection will also be used to 
access a student’s transcripts, test scores, and schedule.   
After you enter PCIN in the mnemonics box and click GO, you will arrive at the Person Look Up 
screen.   
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Remember that using Colleague, you can select a student's record two ways:  
 

� Last Name, First Name  
� Student ID Number�
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After you are finished with the Person Contact Information screen, you can select the CANCEL 
ALL icon on the Tool Bar to exit PCIN and return to the main menu.   
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This section will review how to access student test scores including: 
 

� Placement Test Scores  
� SAT & ACT Scores  
� Advanced Math Placement Test Scores  
� Computer Competency Test Scores 

Test Scores are located in the Test Summary section of Colleague.  The Test Summary mnemonic is 
TSUM. 
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To access the Test Summary screen, type TSUM in the mnemonic box (located on the Tool 
Bar), and then click the GO button.   
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As with the Student Look Up section of the Colleague, you will need to select a student's record to 
access their test scores. Please refer back to pages 10-14 to review the student record selection 
process. The same methods of student record selection will also be used to access a student’s 
transcripts and schedule.   

After you enter TSUM in the mnemonics box and click GO, you will arrive at the Person Look 
Up screen.   
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Remember that using Colleague, you can select a student's record two ways:  
 

� Last Name, First Name  
� Student ID Number  
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After you have selected your student, you will be brought the Test Summary screen (TSUM).  The 
Test Summary screen has three sets of boxes, Admissions Test, Placement Tests, and Other Tests.   
 
Placement Test scores is where the scores for ASSET, COMPASS, SAT and ACT, and Advanced 
Math Placement will be listed.  Other Tests is where Computer Competency scores will be listed. 
 
Placement Tests is the second set of boxes on the TSUM screen.  Information listed under this 
section includes: 

� Type of Placement Test (ASSET, COMPASS, SAT, ACT)  
� Date Taken  
� Score  
� Source (TC=Test Center OTC=Other College Testing Center) 

 
You will also notice to the far right of the screen of the Placement Tests section there is a scroll 
bar.  Since the screen only allows three Placement Tests to be listed at a time, remember to use the 
scroll bar on the right hand side to scroll down to see additional test scores!  
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          Use the scroll bar to scroll up and down and view additional placement test scores 

�

�
�

�
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SAT and ACT scores are also located in the Placement Tests, the second set of boxes on the TSUM 
screen.  Information listed under this section includes: 

� Type of Placement Test (SAT and ACT)  
� Date Taken  
� Score  

o SAT 500 and higher on Writing and Critical Reading = ENG 111 
o SAT 500 and higher on Math = College-Level Math 
o ACT 20 and higher on English = ENG 111 
o ACT 20 and higher on Math = College-Level Math  
o Scores lower that 500 on SAT or ACT will need to complete the placement test.   

 

You will also notice to the far right of the screen of the Placement Tests section there is a scroll 
bar.  Since the screen only allows three Placement Tests to be listed at a time, remember to use the 
scroll bar on the right hand side to scroll down to see additional test scores!  
�

�

�

Placement Test 
Score  Placement Test Type 

and Section: 
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Advanced Math Placement test scores are also located in the Placement Tests, the second set of 
boxes on the TSUM screen.  Information listed under this section includes: 

� Type of Placement Test (COMPASS College Algebra, COMPASS Trigonometry)  
� Date Taken  
� Score  

o College Algebra 0-49 MAT 171 Precalculus Algebra 
o College Algebra 50-100 MAT 172 Precalculus Trigonometry 
o Trigonometry 0-47 Mat 172 Precalculus Trigonometry and/or MAT 263 Brief 

Calculus  
o Trigonometry 48-100 MAT 271 Calculus 1 

 

You will also notice to the far right of the screen of the Placement Tests section there is a scroll 
bar.  Since the screen only allows three Placement Tests to be listed at a time, remember to use the 
scroll bar on the right hand side to scroll down to see additional test scores!  
�
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Other Tests is the third set of boxes on the TSUM screen.  Information listed under this section 
includes: 

� Type of Other Test (Computer Competency)  
� Date Taken  
� Score (80 and above=Pass) 

 
You will also notice to the far right of the screen of the Other Tests section there is a scroll bar.  
Since the screen only allows three Other Tests scores to be listed at a time, remember to use the 
scroll bar on the right hand side to scroll down to see additional test scores!  
�
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After you are finished with the Test Summary screen, you can select the CANCEL ALL icon on 
the Tool Bar to exit TSUM and return to the main menu.   
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Student transcripts can be accessed through two different screens in Colleague, one that allows you 
view transcripts (Transcript Course Listing) and one that allows you to view and print transcripts 
(Transcript Print).  The Student Transcript mnemonics are TRCL and TRAN. ** Transcripts will 
not be available until the transcript conversion is completed. Use UNIX to look up transcripts on all 
returning students.** 
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To access the Student Academic Credits screen, type TRCL in the mnemonic box (located on the 
Tool Bar), and then click the GO button.   
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As with the Student Look Up section of the Colleague, you will need to select a student's record to 
access their transcripts. Please refer back to pages 10-14 to review the student record selection 
process. The same methods of student record selection will also be used to access a student's test 
scores and schedule.   
After you enter TRCL in the mnemonics box and click GO, you will arrive at the Student Look 
Up  
screen.   

 

�

�
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Remember that using Colleague, you can select a student's record two ways:  
 

� Last Name, First Name  
� Student ID Number  
 

�� � �� � �  >�� ��� ����� �� �� � � �� 	��' � � @ �! �  

�
�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

 
After you have selected and confirmed the student’s record, a Transcript Groupings Look Up box 
will appear.  If it is not already populated, in the Transcript Groupings Look Up box, type CU for 
Curriculum, and then click OK.   

�
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After you have selected CU and clicked OK, you will be brought the Transcript Course Listing 
screen (TRCL). �
 

The Transcript Course Listing screen shows a curriculum transcript for the selected student 
including course and section number, grade, credits, and term.   If nothing is listed on the screen, the 
student does not have transcripts from DTCC or on file from other schools 
 

If a student needs an official copy of their transcripts, please refer the student to the Student 
Records Office, 1202 Wynn Student Services Center. 
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After you are finished with the Transcript Course Listing screen, you can select the CANCEL 
ALL icon on the Tool Bar to exit TRCL and return to the main menu.   
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To access the Transcript Print screen, type TRAN in the mnemonic box (located on the Tool 
Bar), and then click the GO button.   
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Use Grouping Ptr and Verify 
Ptr Restrs should always be 

listed as “NO” 
If the fields have “YES” 

listed, change both fields to 
reflect “NO” 

Trans Grouping should always be 
listed as “CU” for curriculum.   

If nothing is listed, enter CU.  If 
another abbreviation is listed, 

change it so the field reflects CU 
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Remember that using Colleague, you can select a student's record two ways:  
 

� Last Name, First Name  
� Student ID Number  

 
Unlike other Colleague screens, a Student Look Up box will not appear. Line item “Students”, 
which is listed under Verify Prt Restrs, is where you will enter the student’s name or Colleague ID 
number.  �
�
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�
After you have selected your student, select the SAVE ALL (several floppy disks) icon on the Tool 
Bar.   

�

�

�

�



  30 

�� � �; � � �>�� 7 � + ����  � �� �� � �� � � ��� � ���� � )&�
After you have confirmed and saved your student selection, you will arrive at this screen.   
 

 
 
 
 
 
 
 
The only field you have to populate is line item “Output Device”.  Make sure that this field has an 
“H” listed.  After you have entered and confirmed H as the Output Device, select the SAVE ALL 
(several floppy disks) icon on the Tool Bar.   
 

Step Five: TRAN Screen Setup Continuation-N 
After you have confirmed and saved your Output Device selection (H) you will arrive at this screen.   

 
 
 
 
 
 
 
 
 
The only field you have to populate is line item “Execute in Background mode?”  Make sure that 
this field has an “N” for no listed.  After you have entered and confirmed N as the answer to 
“Execute in Background mode”, select the SAVE ALL (several floppy disks) icon on the Tool Bar.   

 
After you select SAVE ALL, Colleague will begin searching for the selected student’s transcript.  
This process may take a few moments.  After Colleague completes the transcript search, click 
Finish.   
 
Once you have input the initial transcript printing requirements, the screens should automatically 
default to the correct selections.  If the student field is populated next time you use the TRAN 
option, highlight the name and select your Delete or Backspace key to clear the field.   
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Step Six: View Student Transcript 
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The TRAN screen displays a list of transcripts for the selected student in the format that Student 
Records uses and lists:   
 

*Course Name   *Course Title   *Grade *Credits  *Term  
 
The transcript also lists the courses for the current semester the student is enrolled in although no 
grades are listed.   
 
 

The TRAN tool bar in the upper left hand corner of the page provides you with navigation tools to 
view other transcript pages (using the arrows on either side of the page count window), as well as an 
exit student transcript option (red box with a white X icon on the left hand side of the tool bar) and 
printer icons on the right hand side of the tool bar to print an unofficial copy of the transcript.   
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In your office, to print an unofficial copy of the student transcript, select the first printer icon on the 
TRAN tool bar. 
 

  
When the Printer setup box appears, make sure that your office printer is selected, that you select 
Use Font, Landscape, and Print direct before selecting the OK button.  The transcript will then 
print to your desktop printer.   
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After you are finished viewing and/or printing the student’s transcript, select the exit student 
transcript option (red box with a white X icon on the left hand side of the TRAN tool bar) to return 
to the main menu. 

�
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Student schedules can be accessed through the Student Schedule section of Colleague.  The Student 
Schedule mnemonic is STSC 
�
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To access the Student Schedule screen, type STSC in the mnemonic box (located on the Tool 
Bar), and then click the GO button.   
�
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As with the Student Look Up section of the Colleague, you will need to select a student's record to 
access their schedule. Please refer back to pages 10-14 to review the student record selection 
process. 

After you enter STSC in the mnemonics box and click GO, you will arrive at the Student Look 
Up screen.   
�
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After you have selected your student, you will arrive at the Term Look Up screen.  Here you will 
enter the term for the semester you would like to view the student’s schedule.   
 
The term is entered by year (ex. 2007) and first two letters of the semester (ex. SP for Spring).   
For example if you were looking up a student’s schedule for the Spring 2007 semester, you would 
enter 2007SP.  Once you have entered the term, click OK 
 

SP=Spring    SU=Summer    FA=Fall 
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After you have selected the Term to view for your student, you will be brought the Student 
Schedule screen (STSC). �
 
The Student Schedule screen provides the student’s schedule for the term you selected.  If nothing is 
listed on the screen, the student did not take classes during the selected term** Past term schedules 
will not be available until the transcript conversion is completed. Use UNIX to look up previous 
term schedules** 
  
If a student needs a copy of their current semester schedule, please refer the student to the 
Registration Office, 1203 Wynn Student Services Center. 
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After you are finished with the Student Schedule screen, you can select the CANCEL ALL icon 
on the Tool Bar to exit STSC and return to the main menu.   

�

�

�

�

�

�

Term 

Course  

Location 

Credit Hours, 
Semester Dates, 

& Term 

Days & Times 
Course Meets 
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Student Personal Identification Numbers are created by advisors and then provided to students so 
they can register for the upcoming semester.  Student Personal Identification Numbers (PINs) can 
be created and accessed through the Personal ID Numbers section of Colleague.  The Student PIN 
mnemonic is PPIN 
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To access the Student PIN screen, type PPIN in the mnemonic box (located on the Tool Bar), and 
then click the GO button.   
�
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After you enter PPIN in the mnemonics box and click GO, you will arrive at the Person Look Up 
screen.   
As with the Student Look Up section of the Colleague, you will need to select a student's record to 
access their test scores. Please refer back to pages 10-14 to review the student record selection 
process. The same methods of student record selection will also be used to access a student’s test 
scores and  
schedule.   

 
 

�
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After you have selected a student’s record, you will receive a warning message before the student’s 
record appears.  Click OK to access the student’s record.   
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After you have selected a student record, you will arrive at the New PIN screen.  The New PIN 
screen is where you will enter a four digit personal identification number for the student you have 
selected.  The four digit PIN will be the student’s birth year.  For example, if the student was born 
on July 18, 1983 the PIN you will enter on the New PIN screen will be 1983 
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As you type the PIN in the New PIN box, you will only see asterisks.  When you are finished typing 
in the four digit PIN, click OK. 
 
 
 
 
 
 
 
 
 
You will be asked to reenter the PIN for confirmation.  Type the PIN again in the box and click 
OK. 
 
 
 
 
 
 
 
 
The student PIN you create will not be visible on any Colleague screens.  If the “New PIN” and 
“Re-enter PIN for Confirmation” screens do not match, you will begin again with the “New PIN” 
screen.   
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After you have created and confirmed the four digit PIN for your student, you will need to set the 
PIN activation dates.   
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The Start Date will automatically default to today’s date.  You must set the Start Date as the first 
day that student’s can register.  Be sure to check the registration dates every semester since the 
first date of registration must be listed correctly in the Start Date field.   
 

The End Date needs to be populated with the last date that students will be able to register.  Be sure 
to check the registration dates every semester since the last date of registration must be listed 
correctly in the End Date field.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
After the Start Date and End Date have been entered, the student’s record will need to be saved 
and updated.   To save the changes made in the student record click the SAVE ALL icon (several 
floppy disks icon to the right of the GO button, located on the Tool Bar).  After you click the 
SAVE ALL icon, you will return to the main menu.   
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Assigned Advisee Listings can be accessed through two different screens in Colleague, one that 
allows you view your assigned advisee listing (Faculty Advisees) and one that allows you to view 
and print your assigned advisee listing (Advisees by Advisor Report).  The Assigned Advisee 
Listing mnemonics are FADV and XAAR.  
�
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To access the Faculty Advisees screen, type FADV in the mnemonic box (located on the Tool 
Bar), and then click the GO button.   
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After you enter FADV in the mnemonics box and click GO, you will arrive at the Faculty Look 
Up Screen.  With Colleague you will not need an advisor code to access your assigned advisee 
listing as you did with UNIX. Similar to the Student Look Up, you will need to enter your name in 
the Faculty Look Up to pull up your list of assigned advisees.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  41 

�� � �� � �  >�5 � � �; ��� ��� �� � ���  ��' ����� 	��
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

�� � �; � � �>�1 A ���; � � 5  
 
After you are finished with the Faculty Advisees screen, you can select the CANCEL ALL icon on 
the Tool Bar to exit the Faculty Advisees section and return to the main menu.   
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To access the Advisees by Advisor report, type XAAR in the mnemonic box (located on the Tool 
Bar), and then click the GO button.   

Advisee’s Name 
Advisee’s 
Colleague ID # 

PROG should be listed for 
all advisees, it means they 
are Program Student.  

Student Program lists the 
Program of Study code for 
the certificate, diploma, or 
degree the student is 
admitted to   

 
Advisor Name 
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After you enter XAAR in the mnemonics box and click GO, you will arrive at the Advisees by 
Advisor Report screen. At the top of the page the Print SSN field should have No listed. In the 
middle of the page there is an Advisors field.  You will need to enter your name (or Colleague ID 
number) in the Advisors field to select your list of assigned advisees.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

�

�

�
Once No is listed in the Print SSN field and your name is listed in the Advisors field, select the 
SAVE ALL (several floppy disks) icon on the Tool Bar.   
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After you have confirmed and saved your advisor selection, you will arrive at this screen.   
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The only field you have to populate is line item “Output Device”.  Make sure that this field has an 
“H” listed.  After you have entered and confirmed H as the Output Device, select the SAVE ALL 
(several floppy disks) icon on the Tool Bar.   
 

Step Four: XAAR Screen Setup Continuation-N 
After you have confirmed and saved your Output Device selection (H) you will arrive at this screen.   

 
 
 
 
 
 
 
 
 
 
 
 
 
The only field you have to populate is line item “Execute in Background mode?”  Make sure that 
this field has an “N” for no listed.  After you have entered and confirmed N as the answer to 
“Execute in Background mode”, select the SAVE ALL (several floppy disks) icon on the Tool Bar.   
 
After you select SAVE ALL, Colleague will begin searching for the selected advisors assigned 
advisees. This process may take a few moments.  After Colleague completes the advisee search, 
click Finish.   
 
 
 
 

�
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 Step Five: View Assigned Advisee Listing 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

The XAAR screen displays a list of your assigned advisees and lists:   
 

*Advisee Name  *Colleague ID Number  *Phone Number *Academic Program  
*Credit Hours Completed     *Last Term Attended  
 
 
 
 

The XAAR tool bar in the upper left hand corner of the page provides you with navigation tools to 
view other advisee listing pages (using the arrows on either side of the page count window), as well 
as an exit advisee listing option (red box with a white X icon on the left hand side of the tool bar) 
and printer icons on the right hand side of the tool bar to print a copy of your advisee listing.   
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In your office, to print copy of your assigned advisee listing, select the first printer icon on the 
XAAR tool bar. 
 

  
When the Printer setup box appears, make sure that your office printer is selected, that you select 
Use Font, Landscape (you can use Portrait if that is your preference), and Print direct before 
selecting the OK button.  The transcript will then print to your desktop printer.   
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After you are finished viewing and/or printing your assigned advisee listing, select the exit assigned 
advisee listing option (red box with a white X icon on the left hand side of the XAAR tool bar) to 
return to the main menu. 
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The course status (opened or closed) and seat availability (total number of seat availability for the 
course and remaining open seats) are found in the Registration Activity Monitor section of 
Colleague.  The mnemonic for the Registration Activity Monitor is RGAM. 
�
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To access the Faculty Advisees screen, type RGAM in the mnemonic box (located on the Tool 
Bar), and then click the GO button.   
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After you enter RGAM in the mnemonics box and click GO, you will arrive at the Reg Control 
Look Up Screen.  You will need to enter ADVISORS in the Reg Controls Look Up box to access 
the course status and seat availability for a specific course.   
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After you enter ADVISORS in the Reg Controls Look Up box and select OK, you will arrive at 
the Course Section Look Up Screen.  You will need to enter year, semester, course prefix, and 
course number Controls Look Up box to access the course status and seat availability for a specific 
course.  
  
Similar to student schedule, you will need to enter the year (ex. 2007), semester (ex. FA for Fall), 
the course prefix (ex. ENG), the course number (ex. 111) and the course section number (ex. 
101) to view a specific course status and seat availability. You can also just enter all the search 
criteria except for the section number to see all sections of a specific class (ENG 111).  After you 
have entered in your search information, select OK.   
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After you are finished with the Registration Activity Monitor screen, you can select the CANCEL 
ALL icon on the Tool Bar to exit the Registration Activity Monitor section and return to the main 
menu.   
 
 
 
 
 
 
 
 
�

Course Prefix, 
Number, 
Section 

Number, and 
Title  

Term and 
Course Status 

(Open or 
Closed) 

Use Scroll Bar 
to see additional 

sections 

Total 
Number of 

Seats 
available 
for the 
class 

Number of 
Seats 

already 
registered 

for 

Number of 
Remaining 

Seats 
available 

in the class 
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Course rosters are located in the Academic Roster Inquiry section of Colleague.  The course roster 
mnemonic is RSTR. 
�
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To access the Academic Roster Inquiry screen, type RSTR in the mnemonic box (located on the 
Tool Bar), and then click the GO button.   
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After you enter RSTR in the mnemonics box and click GO, you will arrive at the Course Section 
Look Up screen.   
 
Similar to student schedule, you will need to enter the year (ex. 2007), semester (ex. SU for 
Summer), the course prefix (ex. ENG), then course number (ex. 111), and the course section 
number (ex. 101).  If you only enter the year and semester, and the course prefix, (ex. 2007SU 
ENG) you will have to select from a list of all English courses offered during the specified 
semester.   
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After you enter in your course selection criteria, click OK 
 
Just as you did when selecting a student’s record (SPRO), you will have to select and confirm the 
class roster you are interested in viewing.   
 
Option # 1-Point & Click 
First you can left click the white box to the left of the student's name.  A check mark will appear 
confirming that this is the record that you have selected.  After you have made your selection, you 
will need to SAVE your selection.  Click the SAVE icon on the Tool Bar or there is a second 
SAVE icon at the bottom right hand corner of the screen.  After clicking SAVE, you will be 
directly linked to the student's record.   
 
Option # 2-Keyboard 
You can also select and confirm the student's record by entering the line item number before the 
student's name in the white box at the bottom of the page.  After you have entered the line item 
number, select the Enter key and you will be directly linked to the student's record.   
 
The selection process also allows you to view the names of the instructors teaching the course.  
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Save Icon 

Checkmark 

Line Item 
Number 

Save Icon 

Instructor’s 
Name 
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The RSTR screen displays a list of all students enrolled in the selected course section with their 
Colleague IDs and information about:  
 

� Course Status 
� Term Status 
� Whether the student is taking the course pass/fail or audit 
� Whether the student is repeating the course 
� How many credits or CEUs the student will earn upon completing the course 

 
**Note** Only one Colleague user can access a roster at a time.  
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After you are finished with the Academic Roster Inquiry screen, you can select the CANCEL 
ALL icon to exit RSTR and return to the main menu.   
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When you are finished using Colleague you will need to exit Datatel.  To log out, select File on the 
Menu Bar.  Select Exit from the File Menu and you will be logged out.   
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�9 7 6 ) Student data (including program, advisor, phone number, and address) 

PCIN-Student data (phone number and email address only) 

� �! � )Student test scores (including ASSET, COMPASS, SAT & ACT, Advanced Math 
Placement, and Computer Competency scores) 

� 7 � ' )Student transcript (view only) 

� 7 � + )Student transcript (Student Records view, view and print option) 

�� �� )Student schedule 

9 9 �+ ) Student PIN numbers 

; � � 5 )Assigned Advisee Listing 

XAAR-Assigned Advisee Listing (Print option) 

7  � � )�View Course Status and Seat Availability�

7 �� 7 )Course Roster 
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