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General Definitions

1. Datatel - The name of the company that has designed the SJECCD integrated
software system.

2. Colleague - The name of the software package designed for the educational
environment in Datatel.
3. Core - Core is a Colleague System. It is made up of four significant components

and has several benefits:

Four components of Core:
1. Demographic Data

N

. Shared Data

3. Shared Processes 4. Set up and Utilities
Benefits:
1. Data is entered once 2. Everyone uses the same data

SN

3. Data is consistent . Changes in information are immediately available across the system

5. Reporting is easier because the data is always up to date, data entry is consistent and all the information is
coming from one source.

4, Drill (or Detail) Down - Colleague allows users to detail down to other screens
from the first screen. Also allows users to detail into other data pertaining to the
record without having to save or exit and type in new mnemonic.




Datatel Icon

Step 1...

1.  Your computer must have
the Datatel Icon appearing on
your computer. If you do not
have this Icon, contact your
Media Services Office.

2.  Click on the Datatel Icon
(little red house)

3.  Depending upon the pc
operating system, the Datatel
icon may not appear on the
desktop.

teinet
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Log on to Live

Step 2 (Live) ...
1. ITSS will email you with a User
ID and Password.

2. Use your ITSS assigned sign on

to log on in to the Live system.

2. Typein:
User ID = udenresr
Password = *xsarxx
Database = Collive

Click OK

(Note: User ID and
Password is case
sensitive. Type in
exactly as it was given
to you by ITSS)

Enter a Lser ID. Password and D atahase:
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FERPA Notice

(Federal Education Rights and Privacy Act)

WOTICE: You are altempling to access infarmation that i protected by
aFederal Privacy Law. Discloswe to unauthonzed parties violates
the Famiy Educational Rights and Privacy Act [FERPA). You should nat
aftempt to proceed urless pou have been specifically authorized to do
s and are infomed about FERRA,

\When accessing Colleague, you must aceess only that information needed

to complete pour assigned or authorized task. You may communicate the
information only to other parties authorized by the SIECCD to have
access i accordance with the provisions of FERPA.

Unauthorized s or release of this information is prokibited.
Ary violation of this palicyis subject t discipline and
posshle prosecution,
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Step 3...

1. Upon logging on in the
Student System (ST), a
FERPA Notice will appear
on screen.

2. Read this statement. If
you agree to conditions of
statement to uphold the
rights and privacy of
student records, click

OK.



FERPA NOTICE

Notice: You are attempting to access information that is protected by a
Federal Privacy Law. Disclosure to unauthorized parties violates the
Family Educational Rights and Privacy Act (FERPA). You should not
attempt to proceed unless you have been specifically authorized to do
so and are informed about FERPA.

When accessing Colleague, you must access only that information
needed to complete your assigned or authorized task. You may
communicate the access in accordance with the provisions of FERPA..

Unauthorized use or release of this information is prohibited. Any
violation of this policy is subject to discipline and possible
prosecution.

OK



Colleague Applications

Fle Edt Apps Fawoites Options Help
Mremoric | ML I AY AR A ?
SU - System User

B3 U
(-2 5U - Gystem Liser
1] AMG - Account Managemen!
D ELD - Express Load
<[] DMl - Dbl hdministiaion
111 PH - Pracess Hander
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Step 4 ...

1.The first time you log on
to Colleague, you will
automatically be placed in
the UT (utilities)
application. This
application iIs used by
ITSS, not most users.

You will need to change
this application to either
ST or CF, depending upon
the access you have been
granted.



Actions In Colleague

i | Datatel - coltest - CF

File Edit Apps Favoites Options Help

Hneneric | ek 0L AX MR A 7

98 F
{21 AP-Accounts Payatle
1] BU-Budget Management
D FX - Fixed Assels
Q GL - General Ledger
D PU - Purchasing
{2 Ph-Projects Aecourting
Q (- Communic ations Management
2 UT- Uty Maste Mens
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(] AP-Accounts Payable

1] BU - Budaet Management

[0 P Fised Assets

[0 GL- General Ledger

[ PU-Purchasing

1] PA-Projects Accourting

[ CC- Communications Management

12 UT - Utiity Master Mer

Step 7 ...

1. There are symbols
at the top of each
screen that represent
action responses in
Colleague.

2. Refer to the next
page for definitions.



What is a “File”

i] 1 Datatel - coltest - 5T

@Edil fipps Fayorles Opfions  Help -
= fanx e File
Exit

I — (17 AC- Acadenic Records —
1 ARTS Assign PINs to Students (2] AM - Recrutment/Adnissions Mot
£ GO Grade Roste ant D AR -Accounts Receivable

- - -

3. SACP-Student Academic Program

Fhis is an alternative
5. PRST-Aicad Program Stalus Histoy et (23 CO-Campus Organizations
8. SP3H-5tudent Program Status Hist

7. STSC-Student Schedule

8. PERC-Person Restrictions (3 CU-Curicuban Wanagement

3. SHAP-Shart Application Ertry (2] DA-Degree udt .
10 5PRO-Student Profile (3 M- Pesson Demeephics

DM - Person Demographics (2] FA-Financial Aid

—— 1. Use to access a Mnemonic by

FRP - Federal Repotting (] SRS - Stete/Provincidl Reparting

EREN clicking “run’ and typing in the

FO - Fams Processing (21 FI-Faculty Infarmation .
FI - Faculty Information (2] RG - Regshatian M n e m O n I C .
R - Registration (] WE-Web

WE - Web (2 50U - Student Database Uties
SDU - Student D atabase Utiities (] SMO - Suggested Menu Options
MO - Suggested henu Options (17 525- SCHEDULEZS Inkerface

525 SCHEDULEZ Inteface (3 UT Uty Master Mena 2 Use to EX|t the System

UT - Utiity Master Menu

(] CR-CashReceipts

3. Use to reference last 10 Mnemonics
recently used. (Very similar to Word)
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What | IS “APPS”

||-| ;Datatel - collive - 5T

File Edit | Apps Favorites Options  Help

oS es | B AX AR A ® ?

Mnemonic
-
I {

TOOL

CORE

F emic: Reconds

CONT

bR itrnest A drizsione kgt

. [ |unts Receivable

I CI
0

L - Cammurications Management

C0 - Campus Qrganizations

(1] AC - Academic Records

] AM - Recritment/Admissions Mgmt
[0 AR - Accounts Recsivable

(L] CC - Communications Management
(23 CO-Campus Drgarizations

(11 CR - Cash Receipts

....[:' CR
e
[“_'| D, -

- Cash Receipts

+ Curriculurm Management

Degres Audit

[3 Cu

3 Da-

[ DM

+ Cumiculum Management

Deagree Audit

- Person Demographics

=00
20
E-@
----CI
=
----l:l
50
v
----l:l
ca
----l:l
50
=
5@

[t - Person Demographics

F& - Financial Aid

FRF - Federal Reporting

SRS - State/Provincial Reporting
FO - Formz Processing

FI - Faculty Information

R - Registration

WE -WEB Admin Support

SDU - Student D atabase Utiities
SMO - Suggested Menu Options
R25 - RESOURCEZ5 Interface
525 - SCHEDULEZS Interface
555 - Student System Setup

O - Corwersions of A13 Files

(3 FA-Financial Aid

(11 FRP - Federal Reparting

D SRS - State/Provincial Reporting
(L] FO -Forms Processing

L3 FI-Faculy Informatian

(2] RG - Registration

[ WE - WER Admin Support

(1] 5DU - Student D atabase Utiities
] 5MO - Suggested Menu Options
(] R25-RESOURCEZS Interface
[0 525-5CHEDULEZS Interface
[21 555 - Studerkt System Setup
(13 CV - Conversions of 13 Files

APPS

Select this feature
to change from one

module to another

1. Check ¥ here to change from
one application (module) to
another.

2. Each new log on to the system,
the last application referenced will
appear on the screen.

3. This feature only needs to be
changed, if referencing another
module.




What Is “Edit”

i] 1 Datatel - coltest - 5T

E\\e@ fipps Fayorles Opfions  Help
o 2 g L AX AR A ?
Copy Special

Copy Special To..

Eate pooids

‘ (2] AM - RecnutmentéAdnissions Mart
(7 AR-Accounts Receivable
(2] CC- Communications Management
(2 CO-Campus Organizations
(2 CR-CashRecspts
(21 CU- Curicubum Management
(] Dé-Degres budt
(2] DM~ Person Demagraphics
(] FA-Financial 4
(2] FRP-Federal Repating
(] SRS - State/Provincial Reparting
(] FO-Fams Processing
(2] Al -Faculty Information
(1] RG-Regstration
(21 WB-Web
(2] 5DU- Shudent D atabase Utikes
(1] MO - Suggested Menu Options
(] 525-SCHEDULE2S Interface
(2 UT- Uity Master Merus

(17 AC- Acadenic Records

(2] AM - Recnitment/Admissions Mamt
(] AR-Accounts Receivable

(1 CC- Communications Management
(2] CO- Campus Organizations

(] CR-CashReceipts

(1 CU - Curriculum Management

(2] DA-Degree udt

(] DM -Petson Demagiaphics

(2] FA-Financial Aid

(2] FRP-Federal Reporting

(] SRS - Stete/Provincidl Reparting
(1] F- Fams Processing

(21 FI-Faculty Infarmation

(2] RG - Regshatian

(1] WE-Web

(2 50U - Student Database Uties
(] SMO - Suggested Menu Options
(17 525- SCHEDULEZS Inkerface
(2 UT -ty Master Menu
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=0 it can be used to
copy and paste In
reporting. Not
recommended for or
used by basics users.




What 1s “Favorites”

i] 1 Datatel - coltest - 5T
Fle Edt Apps | Fayoiites Options Help

S e LEXI W Favorites

[E-£3 5T (17 AC- Acadenic Records

(2] AC-Acadenic Records (2] AM - Recnitment/Admissions Mamt
(2] AM - RecnutmentéAdnissions Mart (] AR-Accounts Receivable - -
(7 AR-Accounts Receivable (1 CC- Communications Management F aVO r I te fo I d e rS I n
(2] CC- Communications Management (2] CO- Campus Organizations

(2 CO-Campus Organizations (] CR-CashReceipts

(2 CR-CashRecspts (1 CU - Curriculum Management -
(21 CU- Curicubum Management (2] DA-Degree udt C O eag u e . mn O r O I CeS
(] Dé-Degres budt (] DM -Petson Demagiaphics
(2] DM~ Person Demagraphics (2] FA-Financial Aid -
(] FA-Financial 4 (2] FRP-Federal Reporting W I th CO m m O n
(2] FRP-Federal Repating (] SRS - Stete/Provincidl Reparting
(] SRS - State/Provincial Reparting (1] F- Fams Processing
(] FO-Fams Processing (21 FI-Faculty Infarmation
(2] Al -Faculty Information (2] RG - Regshatian WO rkfl OW b ut n Ot
(1] RG-Regstration (] WE-Web LI
(] WE-Web (2 50U - Student Database Uties - -
(2] 5DU- Shudent D atabase Utikes (] SMO - Suggested Menu Options
(1] MO - Suggested Menu Options (17 525- SCHEDULEZS Inkerface Ofte n u Sed (S I m I I ar to
(] 525-SCHEDULE2S Interface (2 UT -ty Master Menu
(2 UT- Uity Master Merus d)
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i | Datatel - coltest - 5T
File Edit Apps Faworles | Options Help

Mnemaric | Lt h i ?

Lhange Colors...
53 &7 e Bude;
[0 AC-Academic (o0l
B0 AM-Recuim  Egpot i
[ AR-Accounts  Clear Cache and Reload Scripts.
O CE-Conmuris Restore Initial Setfings
2] CO-Cempus Tgamizabors
D CF - Cash Receipls
D CU - Curiculum Management
D D& - Degree Audt
{21 DM -Person Demographics
{21 FA-Financial Aid
{1 FRP-Federal Repatting
{21 SRS - State/Provincial Reporting
{21 F0-Foms Processing
{21 FI-Faculy Infamation
D RG - Registration
S07 WE - Web
{21 SDU- Shudent Database Utities
‘ {21 MO - Suggested Menu Options
{21 525-SCHEDULEZS Irterface
{21 UT - Utiity Master Menu

(17 AC - Academic Records

(2 AM - Recrutment/Admissians Mamt
(2] AR -Accounts Receivable

(1 CC - Communications Management
(2 CO - Campus Organizations

(2] CR-CashReceipts

(23 CU - Curiculum Management

(2] DA -Degree Audt

(2 DM - Person Demographics

(2 FA-Financial Aid

(2] FRP-Federal Reparting

(2] SRS - State/Pravincial Reparing
(2 FO'- Foms Pracessing

(2 F1- Faculy Information

(2] PG -Regishatian

(2] WB-'web

(2 50U - Student Database Utiities
(2 SMD - Suggested Menu Dptions
(1] 525- SCHEDULEZS Interface
(2 UT - Utiity Master Menu

What Is “Options”
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Options

It IS not recommended
by Datatel to use
Options.



What kind of “Help” Is there?

i] 1 Datatel - coltest - 5T
Fle Edt Apps Favores Oplions | Help

Mnemaric o] @b Field Help

Function Help

[E-£3 5T Pracess Help

(2] AC-Acadenic Records About

(2] AM - RecnutmentéAdnissions Mart

(7 AR-Accounts Receivable

(2] CC- Communications Management
(2 CO-Campus Organizations

(2 CR-CashRecspts

(21 CU- Curicubum Management
(] Dé-Degres budt

(2] DM~ Person Demagraphics

(] FA-Financial 4

(2] FRP-Federal Repating

(] SRS - State/Provincial Reparting
(] FO-Fams Processing

(2] Al -Faculty Information

(1] RG-Regstration

1 WB-Web

(2] 5DU- Shudent D atabase Utikes
(1] MO - Suggested Menu Options
(] 525-SCHEDULE2S Interface
(2 UT- Uity Master Merus

R i

=[e]x]

(17 AC- Acadenic Records

(2] AM - Recnitment/Admissions Mamt
(] AR-Accounts Receivable

(1 CC- Communications Management
(2] CO- Campus Organizations

(] CR-CashReceipts

(1 CU - Curriculum Management

(2] DA-Degree udt

(] DM -Petson Demagiaphics

(2] FA-Financial Aid

(2] FRP-Federal Reporting

(] SRS - Stete/Provincidl Reparting
(1] F- Fams Processing

(21 FI-Faculty Infarmation

(2] RG - Regshatian

(1] WE-Web

(2 50U - Student Database Uties
(] SMO - Suggested Menu Options
(17 525- SCHEDULEZS Inkerface
(2 UT -ty Master Menu

Hel

The Help function is
designed on line help

and definitions for:

1. Field - help on a particular field.

2. Function - help on function keys
available in Colleague.

3. Process - Explains the purpose of
the screen and how to use it.

Recommended to use!
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Symbol Definitions

i 1 Datate! - caltest - UT -[Ofx
File Edit Apps Favoites Options Help
Hnemanic Jete L AX BR A ?
[E-£3 UT 107 5U-SpstemLser
{21 5U-System User 1] AMG - Account Management
] AMG - Account Management ] ELD - Express Load
] ELD-Evpress Load [ DMI- DMl Administration
{21 DMl - DMl Administiation [ PH-Process Hander

2] PH-Pracess Hander
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1. Mnemonic - The name Colleague uses to identify
screen look up. Usually 3 or 4 characters in length
and, generally, smart coded.

2. Go - Click on “Go” to access the Mnemonic
selected.

3. Open Door - This is the EXIT door. Click on this
symbol to quickly exit the Colleague system. Itis an
automatic log off. Use caution when using this
symbol, as all input entered and not saved, will be
lost.

4. Disk (single) - Click to save data entry for one
screen at a time.

5. X (single) - Click to cancel one screen at a time.

6. Disk (Multiple) Click to save data entry for more
than one drill down mode.

7. XX (Multiple) - Click to cancel more than one
screen in the drill down mode.

8. Trash Can - Use to delete a record. Not used by
most users. Use with caution.

9. 2 - Help button. Click on this symbol to view any
helpful hints and/or definition regarding a particular
screen, field or process.



Folder Symbols

Hnemonic ek A AX DR A ?

5@ &
-] AL-Aoadenic Records
-0 AM-Rectmert/Adnissions Mgt
4[] AR - Acoounts Receivable
4[] CE-Conmunications Management
/-] OR-CashRecepts
4/ CU- Cuiculum Management
4[] DA-Degeshudt
4[] FAP-Federal Repoting
4/ 3 RG-Regstration
4 [ 555 - Student System Setup

ﬁ-‘: Inbo

(21 BRG - Black Regstration

(] RPR - Regitration Friorties

§ RGN - Registration

g RGPE - Registration Person Enliy
g CWLM - Course W atiist Management
§ STPE - Student Petitions

g RGCS - Registration Changes

@ RSTR - Academic Roster Inquiy

(@) 5TSC - Student Schedule:

() RGAM - Registiation Actvly Montor
@ STWM - Student W ailiet Management
® CWLI - Course Watlist Inquiy

(@) WL - Section Wallist Inuiy

@ SRBD - Studert Registration by Date
SCHD - Studert Scheduls Print
RGST - Registration Statement Fiint
ADRR - Add/DropAy/thciawal Roster
RPCS - Repeated Course Sections
ROMM - Requiste Mismatch

ENST - Errclment Statstcs

RGAA - Rea Activity Analysis

@ DREG - Deregistiation

’ SRGP - Scanner Registiation

' RGVE - Regishation Verication

@ BCCD - Build Course Corflict Data

§
ve-s7 R ﬁ, - 1003 41

1. Pencil - Represents
mnemonics with updating
capability.

2. Yellow Stop Sign -
Represents mnemonics with
inquiry to view data but not
update.

3. White Paper - Represents
mnemonics that will create and
print reports and/or data out of
Colleague.

4. Arrow - Represents
mnemonics that process data,
usually in a batch mode.



Change Application

i | Datatel - coltest - UT [0

File Edil% Fayoites Options  Help Ste 5
w0 o L AX AR A7 p e
oA ke 3 5U-Systemse
4 aT User 1] AMG - Account Management -
[ %E\/T urt Management ] ELD - Express Load 1 G O I n tO A p p S a n d
{ M s Load [ DMI- DMl Administration u
-mAdm\mstralmn [ PH-Process Hander

2] PH-Pracess Hander

change to:
ST = Student

CF = Colleague
Financials
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i | Datatel - coltest - 5T
File Edit Apps Favoites Options Help

Winemaric | | ¢k I

=[O]x

oA
-] AL Academic Recards
{21 AM - Recutment/Adnissions Mart

AR - Accounts Receivable

(L - Communications Management
C0 - Campus Organizations

CF - Cash Recepls

CU - Curriculum Management
D& - Degree dudit

DM - Person Demographics

FA - Financial Aid

FRP - Federal Repatting

SRS - State/Provincial Repoting
FO - Foms Pracessing

FI - Faculty Information

R - Regitation

WE - Web

SDU - Shudent D atahase Utities
] SMO - Suggested Menu Options
(] 525-SCHEDULEZS Interface
{2 UT-Utity Master Menu

[0 AC-Academic Records

1] AM - Recrutment/Adnissions Mart
] AR-Accaurts Recenvable:

[ CC- Communications Management
12 CO- Campus Organizations

[0 CR-Cash Recepls

13 CU - Curiculum Management

1] DA-Degiee Audt

[ DM Persan Demographics

[0 FA-Finencial Aid

2] FRP - Federal Reparing

[0 SRS - State/Provincial Reparting
(L1 FO - Foms Processing

121 FI- Faculy Information

|21 A6 -Regstraton

[ WE-Web

[ SDU-Student Database Utities
[0 SMO - Suggested Merus Optians
(L1 525- SCHEDULEZS Interlace
[0 UT - Utiity Master Men
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ST (Student) Application

Step 6 (ST) ...
1. Once in ST application, click
on folder to open.
2. Example:
AC = Academic Records

When you click to open
AC, you will view all
nmenonics available to you
In Academic Records.



CF (Colleague Financials)
Application

i | Datatel - coltest - CF
File Edit Apps Favoites Options Help

Mnemoric || | @Go I A¥ AR i ?

=[O]x

98 F
{21 AP-Accounts Payatle
1] BU-Budget Management
D FX - Fixed Assels
Q GL - General Ledger
D PU - Purchasing
{2 Ph-Projects Aecourting
Q (- Communic ations Management
(520 UT Uiy Mo
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(] AP-Accounts Payable

1] BU - Budaet Management

[0 P Fised Assets

[0 GL- General Ledger

[ PU-Purchasing

1] PA-Projects Accourting

[ CC- Communications Management

12 UT - Utiity Master Mer

HpR LOM s45m

Step 6 (CF) ...

1. This is the
Financials application
and will give you
access to purchasing

and budget
Information.



Colleague ID and Password

Upon completion of the Introduction to Colleague class,
users will be assigned the following:

1. User ID
2. Colleague Password
3. Security Classification for Colleague access

Please note that this information is confidential, unique to the user based upon the
users job assignment, and is not to be shared with others. Sharing this information
will be considered a violation of the Federal Education Rights and Privacy Act.




Who to contact for individual
module training?

In General:
Student Records @ DO EVC SJCC
ITSSWEB V. Ruiz S. Gonzalez
(Counselor’s Module) H. Gipson
Purchasing @ P. Graham E. Raby M. Fuqua
Financials@ M. Renzi  P.Lam M. Fuqua

* There may be other individuals assigned to provide this training in
accordance to individual offices. The people identified above can be
contacted for an introduction to these other individuals.
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