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Keyboard Shortcuts

Function Menu Opiion Kevstroke Option
Cancel Query Query/Cancel Ctrll + Q
Clear or Delete | Record/Clear or | Shift + Fé&
Record Record/Remove
Enter Query Query/Enter F7
Execute Query Query/Execute va
Exit File/Exit Ctrl + Q
Insert Record Record/Insert Fé& -
Next Block Block/Next Cirl + Page Down
Next Field Field/Next Tab
Next Record Record/Next Down Arrow
Previous Block | Block/Previous | Ciid + Page Up
Previous Field Field/Previous Shift + Tab
Previous Record | Record/Previous | Up Arrow
Rollback File/Rollback Shift + F7
Save File/Save F10

File/Select Shift + F3

Select
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Toolbar Buttons

Save

Rollback
Select

Insert Record
Delete Record
Previous Record
Next Record
Previous Block
Next Block
Enter Query
Execute Query
Cancel Query
Online Help

Exit



Searching for a Student

A person search may be performed using any form that has the ID field in the Key Block, such as
SPAIDEN, SPAPERS, GOAEMAL, SPAEMRG, SGASTDN, SGAADVR, SGASTDQ, and
SPATELE. The Search icon (down arrow) next to the ID field, will take you to an additional form,
which allows you to enter information to perform a search. A search can be performed using a
partial name or UNC Charlotte ID.

To initiate a search:

1. Click the Search icon (down arrow) next to the ID field to access the Person Search
Form.

UBH LH Generate 1D: @

2. Click Person Search from the Options list.

Person Search

Non-Person Search

Alternate ID Search

Cancel

3. This will open the Person Search Form (SOAIDEN).

I:& Oracle Developer Forms Runtime - Web: Open = SPAIDEN,SPAIDEN-6 - SOAIDEN Lﬂlﬂ

Eile Edit Optionz Block [tem Becord Query Tools Help
(@B R AEEE PP BOE G 8 =E | 1@ X
‘¥ Parson Search SOAIDEN 7.0 (TRAINT)

Change
i Last Name First Name Middle Name Birth Date Indicator Type




Searching for a Student

Wildcards:
The wildcard “%” can represent any number of characters in the selected position.

e Querying “sm%h” would return Smith, Smooth, and Smertsworth, but not Smythe.

The wildcard “_" (underscore) represents a single character in the selected position.

e Querying “sm_th” would return Smith, but not Smooth.

To search using a last name:

1.

In the Last Name field on the Person Search Form (SOAIDEN), enter the last name of
the student.

2. Execute the query by clicking the Execute Query icon (or press F8).

3. Double-click on the ID number of the student for whom you are searching.
4. This will transfer the UNC Charlotte ID back to the ID field on the form with which you

are working.

To search using a partial last name:

1.

In the Last Name field on the Person Search Form (SOAIDEN), enter the partial last
name of the student.

You must use the wildcard “%” to represent the unknown characters.
e Querying “Cov%” will search for all people with last names that start with “Cov.”
Execute the query by clicking the Execute Query icon (or press F8).

4. Double-click on the ID number of the student for whom you are searching.

This will transfer the UNC Charlotte ID back to the ID field on the form with which you
are working.

To search using a partial UNC Charlotte ID:

1.

In the ID field on the Person Search Form (SOAIDEN), enter the partial UNC Charlotte
ID.

Use the wildcard “%” to represent the unknown characters.
e Use “80021%" to search for all UNC Charlotte IDs that start with “80021")
Execute the query by clicking the Execute Query icon (or press F8).

4. Double-click on the ID number of the student for whom you are searching.

This will transfer the UNC Charlotte ID back to the ID field on the form with which you
are working.



Viewing a Student’s Address

The General Person Identification Form (SPAIDEN) is used to maintain biographic/demographic
information for all persons associated with UNC Charlotte.

ID: 200066393 ¥ |Covert, Robert L. Generate ID: [@_

Current Identification  Alternate Identification Telephone Biographical E-mail Emergency Contact

From Date: 23-1UL-2005 @ To Date: @ [T Inactivate Address =
Address Type: 0D B Direct Deposit Source: B
Sequence Number: 1
Street Line 1: 9201 University City Blvd
Street Line 2: Delivery Point:
Street Line 3: Correction Digit: r
City: Charlotte Carrier Route:
State or Province: NC EINorth Carolina
ZIP or Postal Code: 28223 B
County: B
Nation: B Last Update
User: FRSCYT
Telephone Type: 0D BD\rect Deposit Activity Date: 23-JUN-2005
Telephone: - B =

1. Access the General Person Identification Form (SPAIDEN) from the General Menu.
2. Inthe ID field, enter the UNC Charlotte ID of the student.

e If you don’t know the ID of the student, click the Search icon to find the student
(see pages 5-6 for additional instructions).

3. Perform a Next Block.

Select the Address tab.
e The address information will be displayed.

¢ Use the scroll bar to the right or the down arrow to view additional information.
5. To view another student, click the Rollback icon (or Shift-F7) and repeat steps 2-4.
6. To return to the General Menu, click the Exit icon (or Ctrl-Q).



Viewing Student Biographic Information

B General Person Identification SPAIDEN 7.3 (BANTESTZ) il il D T e e e L e e e Do e e D Do D e e Do D D Dot
ID: [so0066393 [*][Covert, Robert L. Generate ID: [&
Current Identification  alternate Identification Address Telephone Biographical E-mail Emergency Contact
Gender: ® Male Birth Date: @ [ confidential
' Female Age: [IDeceased
C'Not Available SSN/SINSTIN: Deceased Date: @I
Citizenship: us ElUnited States Citizen Yeteran File Number:
Marital Status: E Yeteran Category: |None -
Religion: un EIUnspecified Active Duty Separation Date: | @
Legacy: 7] [ Special Disabled Yeteran
Ethnicity: e EICaucasian,-fNon Hispanic
. Last Update
MNew Ethnicity: |None -
[ Ethnicity and Race Confirmed User: |
confirmed Date: =] Activity Date:  |09-NOV-1959
R[ge User Activity Date
)

1. Access the General Person Form (SPAIDEN) from the General Menu.

2. Inthe ID field, enter the UNC Charlotte ID of the student.

e If you do not have the ID of the student, click the Search icon to find the student
(see pages 5-6 for additional instruction).

3. Perform a Next Block.

4. Select the Biographical tab.
e The biographic information will be displayed.

¢ Use the scroll bar to the right or down arrow to view additional information.
5. To view another student, click the Rollback icon (or Shift-F7) and repeat steps 2-3.
6. To return to the General Menu, click the Exit icon (or Ctrl-Q).

Please Note:

If the student has a directory restriction on their record, the word Confidential will be at
the top of every form with the ID field in the key block. A directory restriction prohibits you
from sharing any student information with other individuals or offices. If a student is

requesting information, they must show identification in order to receive any information.



Viewing a Student’

s Telephone Number

8 General Person Identification SPAIDEM 7.3

B I S e e e

1D:

500066393 [ ¥ |[Covert, Rabert L,

Current Identification  Alternate Identification Address Telephone
Telephone Type: EI Permanent Telephone: [704 -|1234567
International Access:

Comment: |
Address Type: PR [¥]Permanent Sequence: 3 [T

Telephone Type:

International Access:

Comment:

Address Type:

Telephone Type:

International Access:

Comment:

Address Type:

Generate ID: [E

Biographical E-mail Emergency Contact

-

—

v Primary [ Unlisted [ Inactivate

Ma EI Local Mailing Address  Telephone

Activity Date: [28-30L-2006 User: [MESANEUR

: [oa | - [7esa321

¥ Primary [ Unlisted [ Inactivate

Ma [*] Local Mailing Address Sequence: 2 |7 Activity Date: [28-1UL-2006 User: |MESANEUR
CELL EI Cellular Phone Telephone: |704 -|S5557777 ¥ Primary [ Unlisted [ Inactivate
E Sequence: I_EI Activity Date: |28-JUL-2006 User: |MESANBUR -

Access the General Person Form (SPAIDEN) from the General Menu.

In the ID field, enter the UNC Charlotte ID of the student.

e If you don’t know the ID of the student, click the Search icon to find the student
(see pages 5-6 for additional instructions).

Perform a Next Block.
Select the Telephone tab.

e The telephone information will be displayed.

e Use the scroll bar to the right or the down arrow key to view additional information.

To view another student, click the Rollback icon (or Shift-F7) and repeat steps 2-3.

To return to the General Menu, click the Exit icon (or Ctrl-Q).



Viewing a Student’s E-mail address

ID: [800086393 [ [Covert, Robert L.

Current Identification  Alternate Identification

Address

Telephone

Generate ID: [E

Biographical

v

-M- Emergency Contact

-

E-mail Type: | E UNC Charlotte
E-mail Address: |r|cover‘t@uncc.edu
(v Preferred [ Inactivate v Display on Web CliRE
Comment: | Activity Date: |19-FEB-2006
E-mail Type: P E Personal

User: |SCTCWT

E-mail Address: |emai|@yahoo.com

User: |MESAMBUR

[ Preferred [l Inactivate ¥ Display on Web CJURL
Comment: | Activity Date: |28-JUL-z006
E-mail Type: F
E-mail Address: |

[ Preferred [ Inactivate [ Display on Web CuRrRL

Comment: |

Activity Date:

1]

User:

Access the General Person Form (SPAIDEN) from the General Menu.
In the ID field, enter the UNC Charlotte ID of the student.

e If you do not have the ID of the student, click the Search icon to find the student
(see pages 5-6 for additional instructions).

3. Perform a Next Block.
4. Select the E-mail tab.

e The e-mail information will be displayed.

e Use the scroll bar to the right or down arrow to view additional information.

To view another student, click the Rollback icon (or Shift-F7) and repeat steps 2-3.

To return to the General Menu, click the Exit icon (or Ctrl-Q).
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Viewing Student Emergency Contact Information

0 General Person Identification SPAIDEM 7.3

ID: [s00066393 [ [Covert, Rabert L. Generate ID: (&

Current Identification  &lternate Identification Address Telephone Biographical E-mail Emergency Contact
Priority: =
Contact Last Name: |Lear First Name: |Sandy Middle Initial: |I<—

Relationship: FE Aunt/Uncle

Address Type: l_El
Street Line 1: |
Street Line 2: |
Street Line 3: |

City: |
State or Province: EI
ZIP or Postal Code: ] Last Update
MNation: El User: |
Activity Date: [14-MAR-2008
Telephone: 304 - (9832046 E| ¥ -

1. Access the General Person Form (SPAIDEN) from the General Menu.
2. Inthe ID field, enter the UNC Charlotte ID of the student.

e If you do not have the ID of the student, click the Search icon to find the student
(see pages 5-6 for additional instructions).

3. Perform a Next Block.
4. Select the Emergency Contact tab.

e The emergency contact information will be displayed.

e Use the scroll bar to the right or the down arrow to view additional information.
5. To view another student, click the Rollback icon (or Shift-F7) and repeat steps 2-3.
6. To return to the General Menu, click the Exit icon (or Ctrl-Q).
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Viewing General Student Information

ID: Student Summary E Term: |zo0650 E [ view Current/Active Curricula
EunniElE Activities eteran Samments  Acadermic and Sraduatien Statis, Bual Degree [Viscellameas
General Learner
New Term: E From Term: To Term: =
Student Status: E
Student Type: |—E| Additional Information
Residence: |—E| Site: 3
Fee Assessment Rate: EI Session: rE‘
Class: Block: ZI
Full or Part Time: r Citizenship:  |Us | United States Citizen B
Curricula Summary Student Type: Rate:
Priority Term Program Catalog Level Campus College Degree
Admission Type: Admission Term: Matriculation Term: -
Field of Study Summary
Priority Term Type Field of Study Department Attached to Major E

1. Access the General Student Form (SGASTDN) from the General Menu.

2. Inthe ID field, enter the UNC Charlotte ID of the student.
e If you do not have the ID of the student, click the Search icon to find the student
(see pages 5-6 for additional instructions).

e To view a summary of all general student information, click the Student Summary
search icon. This will bring up the form SGASTDQ (see page 13 for additional
instructions).

3. Inthe Term field, enter the term you want to view.

e If no term is entered in the Term field, all of the general student records will be
displayed back to the earliest record on file.

4. Perform a Next Block.
e The student’s general student records will be listed in the information block.

e Use the scroll bar or the down arrow key to navigate through the student’s records.
5. To view another student, click the Rollback icon (or Shift-F7) and repeat steps 2-4.
6. To return to the General Menu, click the Exit icon (or Ctrl-Q).

12
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Viewing a Summary of a Student’s Information
Note: The person must be a student to be queried on this form.

A General Student Summary I 7 S R ST et el ddddddddddadddddddddd il gl ad s S
ID: ‘EDDDG&BQS [T|Cnvertj Robert L. Level: ’_[T Campus: F College: ’_F Degree: [7
Term: F Program: F Field of Study Type: F Field of Study Code: F
Student Summary --- Academic Standing --- ---Progress Evaluation--- Combined Academic Standing
From To Student Student Override Override Override
Term Term Status Type Residence Code Term Code Term Code Code Term Code Code Term |«
G -] (- ] [ ][]
ek [ ewseo [ N N B S
a3 coosn | mln mi. |
E R [ e [ mln 1 O :
£ b [ [ O OCO O o)
£ R [ [ O O30 O O
b [ e [ O OCO O O
F R e [ OO O ol
Curricula Summary - Primary Student Type: Rate:
Priority Term Frogram Catalog Level Campus College Degree
’17 ‘EDDGED |IT5C—M5 |2EII]61EI Graduate Information Technology MS »
Admission Type: Admission Term: |200430 Matriculation Term: (200460 -
Field of Study Summary
Priority Term Type Field of Study Department Attached to Major E
’1_ 200650 MAIOR Information Technology Information Technology =
I ’
[ ] g

Access the General Student Summary Form (SGASTDQ) from the General Menu.
e You may also access this form from the Summary Search icon on the form SGASTDN.

In the ID field, enter the UNC Charlotte ID of the student.
e If you do not have the ID of the student, click the Search icon to find the student
(see pages 5-6 for additional instructions).

Perform a Next Block.
e A summary of the student’s general records will be listed in the information block.

e Use the scroll bar or down arrow key to view all of the student’s records.
To view another student, click the Rollback icon (or Shift-F7) and repeat steps 2-3.

. To return to the General menu, click the Exit icon (or Ctrl-Q).
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Viewing Advisor Information for a Student

)

To Term:

Advisor Information
@ Maintenance

1D Advisor Type Primary Indicator

[~

|»

RRRRRRRRRRRNRRERNE:

1

Viewing an advisor:
A. Access the Multiple Advisors Form (SGAADVR) from the General Menu.
B. In the ID field, enter the UNC Charlotte ID of the student.

e If you do not have the ID of the student, click the Search icon to find the student (see
pages 5-6 for additional instructions).

C. Inthe Term field, enter the term code.

D. Perform a Next Block.
e The assigned advisor's UNC Charlotte ID, name, and advisor type will be listed in the
information block.

E. To view another student, click the Rollback icon (or Shift-F7) and repeat steps A-D.
F. To return to the General Menu, click the Exit icon (or Ctrl-Q).

Adding an advisor:
Scenario 1 (Term and From Term fields do match)
1. Perform steps A through D.

2. If the Term field in the top portion of the form matches the term in the From Term field,
place the cursor in the ID field and enter the ID of the advisor to be assigned to the student.

3. Leave the Code field blank and check the Primary box.
4. Click the Save icon (or F10).

Scenario 2 (Term and From Term fields don’t match)
1. Perform steps A through D.

2. If the Term field in the top portion of the form does not match the term in the From Term
field, click Maintenance.

14
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Select End Advisor.

Click the Rollback icon (or Shift-F7), then perform a Next Block.

Place the cursor in the ID field and enter the ID of the advisor to be assigned to the student.
Leave the Code field blank and check the Primary box.

Click the Save icon (or F10).

Changing an advisor:
Scenario 1 (Term and From Term fields do match)

1.
2.

3.

4.
5.

Perform steps A through D (on page 14).

If the Term field in the top portion of the form does match the term in the From Term field,
select the line to remove and click the Delete Record icon (or Shift-F6).

Place the cursor in the ID field and enter the ID of the new advisor to be assigned to the
student.

Leave the Code field blank and check the Primary box.
Click the Save icon (or F10).

Scenario 2 (Term and From Term fields don’t match)

1.
2.

B

6.
7.

Perform steps A through D (on page 14).

If the Term field in the top portion of the form does not match the term in the From Term
field, click Maintenance.

Select End Advisor.
Click the Rollback icon (or Shift-F7), then perform a Next Block.

Place the cursor in the ID field and enter the ID of the new advisor to be assigned to the
student.

Leave the Code field blank and check the Primary box.
Click the Save icon (or F10).

Removing an advisor:
Scenario 1 (Term and From Term fields do match)

1.
2.

3.

Perform steps A through D (on page 14).

If the Term field in the top portion of the form does match the term in the From Term field,
select the line to remove and click the Delete Record icon (or Shift-F6).

Click the Save icon (or F10).

Scenario 2 (Term and From Term fields don’t match)

1.
2.

3.

Perform steps A through D (on page 14).

If the Term field in the top portion of the form does not match the term in the From Term
field, click Maintenance.

Select End Advisor.
Click the Save icon (or F10).
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