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STUDENT PETITIONS

A. In the ST module, enter STPE (Student Petitions) in the Quick Access box
and click Go (see Figure 1).

Fie Edit apps Favorites ©Oplkions Help

Quick Access XDGR B d@d < & o @ @

= AL - Academic Records

AC - Academic B

Akd - Recruitmen EnTer‘ STPE,
CC - Communica Gnd C“Ck GO

CU - Curriculum b anagement

D& - Degree Audit

Ak - RecruitmentAdmizzions b gmt
CC - Communicatons Management
CL - Curriculurn M anagement

DA - Degres Audit

Db - Person Demographics
FRF - Federal Reporting
SRS - State/Provincial Reporting

DM - Person Demographics

FRF - Federal Reporting

SRS - State/Provincial Reporting FO - Formz Processing
FO - Forms Processing Fl - Faculty [nfarmation
FI - Faculty Information RG - Registration

WE - WEB Admin Support

555 - Student System Setup

RiG - Registration

“WE - WEB Admin Support

555 - Student System Setup
#5T - Custom Student Processes

VAVRVRVRVEVEVRVRVEVRVRVAVRY

#5T - Custom Student Processes

VAR VR Vo VAR ViR VIR VAR Vil VAL VR Vol Vi Vi Vg

Favaorites

ay

=

Figure 1

B. In the STPE screen, the Student LookUp prompt will appear, insert the
student’s information (i.e. name or student id). (see Figure 2).
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Note: If there are multiple students with the same name the Person LookUp Screen will

appear (see Figure 3). Select the correct student and proceed to Step C.

| STPE-Student Petitions | STFE-Student Petitions |

Figure 3

C. Enter ‘A’ at the bottom to the Controller LookUp Resolution screen.

Save and Update (see Figure 4).
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Figure 4
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D. Enter the appropriate term (i.e. FALO7, SPR08) the Start/End dates will
automatically populate. Enter the Course and Course Number (i.e.
ITNW 2405), and enter an ‘A’ in the petition status. Save and Update.
(see Figure 5).

STPE-Student Petitions

ID: OB416 SM: 333-45-9772

Term |FaLO7Y Fall 2007
Start/End Date | 02/01 /07 1273107
Course Section Petition Status Faculty Conzent Status
IT M -2405 A Accepted

Update record, Cancel record or Return to editing

S alEIRaIaIalas

Overload Petition Status

Figure 5
E. Colleague will take you back to the Student LookUp prompt on the

STPE screen where you can enter another student petition. If you are
not entering another petition select Finish or Cancel.
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Creating Petitions in the Class Section

A. From the SECT screen drill info the Restrictions (see Figure 6).
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Figure 6

B. On the Section Restrictions (SRES) change the Petition Required to Yes.
(see Figure 8). Save and Update.

SECT-Sections | SRES-5ection Restrictions
Section: AGHI- 31 -TrAOO1 Term...: FALOE
Title..: The Agriculture Industre
Section Capacity 232
Schedule Capacity 23
b irimum E mrollment ]
Reg Restrictions =
Other Restrictions | =
Feg Retake Policy | &2 Hepeat 2 Times
E quiprment/Cluantity - =
Supplies =
Room Characteristics | =
Foom Types =
Instructor Consent m
Petition Required (=N Allows whaitist [N
Ao Audit [T “af aitlist b aximum
Oy Fass/MNo Pass m whaitlist B ating
Aillowe Pazs/Mo Pass m whaitlist Enroll Ho Days
W aitlizt M ult 5 ections
Crossz-Lizting | = !E]
Figure 7
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SRES-Section Restrictions
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Figure 8

C. Drillinto the Additional Section Info (ASCI) Screen. Click OK.
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Figure 9
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D. Enter Comments in the Printed Comments. Save and Update
(see Figure 10).
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Figure 10
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