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1) Log into MyPack Portal and navigate to the “Student Information System” page.
2) Select the “Student Records” tile as outlined in the image above.
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< Student Information System Student Records
~

Student Services Center

« Faculty Center
Enter any information you have and click Search. Leave fields blank for a list of all values

1 Enroll Students A Find an Existing Value

Search Criteria
1 Career and Program

Information h
Empl ID| begins with v ||
Academic C =
71 Student Group Information v Smdc:megcreef::[ - : .
Unity ID| begins with v
1 Student Term Information v National ID| begins with v “ . . "
3) Select “Enroliment Quick Queries
1 Graduati First Name| begins with * H H H
redaton - from the left navigation options.
1 Transcripts w
Search Clear Basic Search IQ'E] Save Search Criteria
- Graduate Plan of Work
- Move or Delete Plan of Work m
¥ Checkiists v
@) Faculty Resources
%
7 Comments v

1 Transfer Credit Evaluation v I
| Class Roster ’
] User Defaults ’

- Enrollment Quick Queries

1 Monitor Progress Quick Queries
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< Student Information System Student Records

. Mew W
. Student Services Center Nc Quickgry List

< Faculy Center Y Queries for Nc Quickgry List V

1 Enol tucents v QuenyFlder:_a0EN_ENROLL 1, 4) Available enrollment queries are displayed

1 Career and Program Available Queries ‘ fOr the User alOng Wlth ShOrt deSCﬂpthnS and
information Grad Enroll NOT FT by College HTML Excel ||nkS to fun the query |n HTML (|n the

Returns a list of students that are NOT FULL-TIME in user selected college

1 Student Group Infarmation v Eli_-tzrgnizé:naar?iiﬁ-nrolmeﬂt relative information, including course load browser) Or Excel (automatic dOWnload).

Grad Enroll NOT FT by Prog HTML Excel ‘I
1 Student Term Information w Returns a list of students that are NOT FULL-TIME in user selected program ~

and enrollment relative information, including course load determination. ‘ »
1 Graduation v Grad Enroliment by College HTML Excel

Returns a list of ALL eligible to enroll grad students in user selected college

(2-digit} and enrollment relative information, including course load For this tutorial, We Wi” run a query in HTML

determination (full-time, half-time, etc.).

m GF::irEZ?::::i:LEt :r;igbletc enroll grad students in user Seligjl_org;;’c::'l SO that We Can preVieW the reSUltS before

1 Transcripts w

and enrollment relative information, including course load determination (full-

downloading them to Excel.

F-1 Move or Delete Plan of Work (5] save ||[=] Notity

E1 Graduate Plan of Work

¥ Checklists w .

. Select “HTML” next to the desired query.
Faculty Resources

1 Comments v

1 Transfer Credit Evaluation ~ %
| Class Roster

F- User Defaults

7| Enrollment Quick Queries
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SIS_GRAD_ENRLMT_BY_PROG - Grad Enrollment by Prog
Institution (NCSU1) NCSUT |3 HTML OPTION
Academic Career (GRAD) GRAD | Input desired term ‘ |

Term 2201 |, offin W VN W

Academic Program EE| &) ‘
View Results % w» w» Input desired program
Row ID LN,FN T!hlgstﬂtus Acad Prog Acad Pgm Dscr  Acad Plan Plan Dscr Degree Progress Units  Acad Load FT Min Unitz  Audit Tuition Res MR Indicator Email Total Hrs Passed

i Select "View Results"”

5) After you select the HTML link, a new window or browser tab will appear with any required query user
inputs. For the selected query in the example, you will need to populate the desired Term (should be a current
or future term) and Academic Program. The Institution and Academic Career should be auto-filled.

If you are unfamiliar with the needed Term or Academic Program input, you may use the magnifying glass
beside of each prompt to select from the available options.

Select “View Results” after you have filled in the required inputs.
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SIS_GRAD_ENRLMT_BY_PROG - Grad Enrollment by Prog

Institution (NCSU1) NCSU1 | @ Progress Units: Current credif hours enrolled at this time.
Academic Career (GRAD) [GRAD |Q 4 Export to Excel Academic Load: Full-time, Half-time, No Units, etc. for number of credit
Term 2201 |Q " hours enrolled.
Academic Program EE  |Q ‘ FT Min Units: Number of credit hours needed to be considered full-time.
iew Resulis
Download results in|  Excel SpreadShest |CSV Text File sl (372 kb) ‘
View All First 1-100 of 513 \}' Last
Row  ID LN,FN Term Prog Status Ac3d  AcadPgm 4 .iPlan  PlanDscr  Degre§ T09'%%% acadicad ©T M Laugit ™M up indicator Email T
! 4 Prog Dscr g Units Units Res Passed
L ) Electrical .
Active in Electrical . . Enrolled - DR with Non-
1 2201 pooam EE Engineering | 14EEPHD Ea%neerlng- PHD 9.000 £ 3.00 0.000 OUT o e 49.000
Active in Electrical . Electrical : ~ Enrolled ¢ . Masters No .
: 2201 program EF Engineering  "*FEMS  Engineeringms M 12000 gy qime 900 0.000 OUT g ogic 0.000
3 yopy AdVeln  pp Electrical o e B oup g pp NOUNE 3.00 0.000 ouT DR with Non- 52.000
Program Engineering FH% g ’ Load . ’ MC3U Masters ’
. . . Electrical : c
Active in Electrical . . Mo Unit DR with No
4 2201 proem EE Enginesiing | EEPHD Ea%neerlng- FHD 0.000 " 9.00 0000 IN 000 24.000
PR Electrical e DR MCSU

6) After selecting “View Results,” the query will run. This may take a few seconds to complete.

Once the query has successfully completed, results meeting the input criteria you selected will populate in the lower
part of the page along with options for downloading results.

You can view your results in your browser by toggling and scrolling through the results or you can download the
results in Excel, CSV, or XML file formats. We will select “Excel Spreadsheet” for this exercise.

Note: the image above includes some helpful column descriptions for three useful columns that are found in all of the
Enroliment Quick Queries.
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HE & DO 9 Y B - [ BE [B-le-k B = < $IS_GRAD_ENRLMT_BY_PROG_551257607 - Excel
File Home Insert Page Layout Formulas = i Developer Fuzzy Lookup Power Pivot Q Tell me what you want to do... ACORTIZ FE"_ Share
B F 1 Show Queries ITL\ (=] Connections al H Y Clear E’E = Flash Fill H+= Consolidate E‘? gl & Group -
D EFrnm Table Properties ; R=apply Bl Remove Duplicates Relationships - =12 Ungroup -
Get External  New O Refresh _ Z| Sort Filter [ h Text to - What-If Forecast
Data~ Query~ LO® Recent Sources All~ Edit Links I/ Ad Cnlumns £ Data Validation -  [ii Manage Data Model Analysis = Sheet EE Subtotal
Get & Transform Connections oft & Filter Data Tools Forecast Outline T L
A2 - £ || D ~ v
A B C D E F G H I -
1 |Grad Enrollment by Pr 513
2 %N,FN - [Term| - |Prog Status | - |Acad Prog| - |Acad Pgm Dscr | - |Acad Plan| - |Plan Dscr - [Dearee| - |Prog
3 2201 Active in Program EE Electrical Engineering 14EEPHD Electrical Engineering-FHD PHD
4 2201 Active in Program EE Electrical Engineering 14EEMS Electrical Engineering-M5 M5
5 2201 Active in Program EE Electrical Engineering 14EEPHD Electrical Engineering-PHD PHD
6 2201 Active in Program EE Electrical Engineering 14EEPHD Electrical Engineering-PHD PHD
7 2201 Active in Program EE Electrical Engineering 14EEPHD Electrical Engineering-PHD PHD
8 2201 Active in Program EE Electrical Engineering 14EEPHD Electrical Engineering-FHD PHD
9 2201 Active in Program EE Electrical Engmeermg 14EEFHD Electrical Engmeermg PHD PHD

7) Once you have opened the file in Excel, you can manage your results using “Filters.” First place your cursor
in the header cell of the first column (A2 in this example).

Then, select the “Data” tab in the options area of Excel above the sheet results.

Next, select “Filter.” You'll notice that filters (visible as small boxes containing small triangles) fill the column
headers across your worksheet.
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HE&@ D ©- Y - =7 Bl -la-B @ s s 5IS_GRAD_ENRLMT

File Home Insert Page Layout Formulas View Developer Fuzzy Lookup Power Pivot . .

B F T Show Queries ITB, 2] Connections al Y Clear E’E FE Flash Fill R 8) TO usle One Of the fllters’ SeleCt the fllter
Get Bxternal NI:| mFrumTable Refeh Properties : ii . Reapply — B+ Remove Duplicates Symb0| In the d@Slred COlumn

Data = Qu?;* D‘g. Recent Sources A|r|E,s Edit Links ’E‘l : o T,'a‘ Advanced Cnlumis %Data Validation - @ . . .

Get & Transform Connections Sort & Filter Data Tools A dropdown WlndOW WI” appear Wlth a”
e . £ | o '_I available options contained in the column.
. : | ‘ : ﬁﬁ . : In the example, we have selected the filter
2 [Pran Dscr - [Degree - [Progress Units - [Acad Load in Units - [Audit_- [Tuition Res - [MR in the “Academic Load” column. This
3 |Electrical Engineering-PHD PHD %] SortftoZ | 3.00  0.000 OUT DR v ' .
s |Electrical Engineering: M5 MS 2| <ot zi0n wes  COluMn is particularly useful when
5 Electr?cal Eng?neer?ng-PHD PHD Sort by Color , 3.00  0.000 OUT DRy managmg adequate enrO”ment.
b |Electrical Engineering-PHD PHD 9.00  0.000 IN DR v
§ [iccrcnEngincering piD [ w0 owoour  on  T0filter outthose that are not “Enrolled
9 |Electrical Engineering-PHD PHD Text Filters b 9.00  0.000 OUT DR P Full-Time, S|mp|y unselect “Enrolled Full-
10 |Electrical Engineering-MS  MS : 9.00 0.000 OUT Mas . ” . .
11 |Electrical Engineering-PHD PHD seereh L 3.00  0.000 IN DR P Time.” This leave Only the non-full-time
12 |Electrical Engineering-PHD PHD E:r'zﬁte‘:'gu”_ﬂme 9.00  0.000 OUT DRv boxes selected.
13 |Electrical Engineering-Ms  MS ;____Enmued Half-Time 9.00 0.000 QUT Mas
14 |Electrical Engineering-PHD PHD Less than Half Time 4.00  0.000 OUT DR v “ ”
15 |Electrical Engineering-PHD PHD NU Unit Load % 9.00  0.000 IN DRI PreSS Ok
16 |Electrical Engineering-MS  MS 7l Three Quarter Time 9.00  0.000 OUT Mas T
17 |Electrical Engineering-MS  MS 9.00  0.000 OUT Mas Your SpreadSheet Wl” hlde those rows nOt
12 Electr?cal Eng?neer?ng-PHD PHD 9.00  0.000 OUT DRy meeting your SeleCtion requirements
19 |Electrical Engineering-MS  MS 9.00  0.000 OUT Mas . \ .
20 |Electrical Engineering-PHD PHD 3.00  0.000 OUT DR v (Indlcated with checked bOX).
21 |Flertrical Fnoineerino-MS_ S oK Cancel 9 nn nonn QLT has
sheetl ) .

Ready ‘|_'|
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YE-EFHERL-KBR= -

E Ff:‘ ﬁ D (-J i SlS_G 5
Insert Page Layout Formulas Data Review View Developer Fuzzy Lookup
a - - —
D 5‘{) arial 1 A A T == - %WrapTE:d: General - [
EFEBI -
Paste B I U~ i~ @)v.&v =E=E= | EE= Merge&tenter' $-9% » S50 Con
= Farr
Clipboard = Font M Alignment T Mumber P
AZ S D
G H | J K L M N
1
2 |Acad Pl: ~ |F'Ian Dscr - |Degr1 - |F'rogress Uni ~ |Acad Load |I——I' Min Un ~ |Au1 - |Tuition
5 |14EEPHD Electrical Engineering-PHD Pl %] SortAtoZ 3.00 0.000 OUT
6 |14EEPHD  Electrical Engineering-PHD Pl Il sortZtoa 3.00 0.000 IN
12 |14EEPHD  Electrical Engineering-PHD PI Sort by Color N 9.00 0.000 OUT
15 |14EEPHD  Electrical Engineering-PHD P ‘ -— m -
20 |14EEPHD  Electrical Engineering-PHD p| = Slear Filter From *Acad Load N 3.00 0.000 OUT
21 | 14EEMS Electrical Engineering-M5 M 9.00 0.000 OUT
27 |14EEMS Electrical Engineering-M5 M Text Filters » 9.00 0.000 OUT
32 | 14EEMS Electrical Engineering-M5 M F— ys) 9.00 0.000 OUT
Earc
36 | 14EEMS Electrical Engineering-M5 M 9.00 0.000 IN
40 14EEPHD  Electrical Engineering-PHD p| M (SelectAll 9.00 0.000 OUT
- - - t[] Enrolled Full-Time
45 |14EEPHD  Electrical Engineering-PHD Pl ¥ Enrolled Half-Time 3.00 0.000 OUT
46 |14EEMS Electrical Engineering-M5s M Less than Half-Time 9.00 0.000 OUT
47 |14EEPHD  Electrical Engineering-PHD Pl Mo Unit Load 8.00 0.000 IM
52 |14EEMS  Electrical Engineering-MS M -1l Three Quarter Time 9.00 0.000 IN
55 |14EEPHD  Electrical Engineering-PHD Pl 3.00 0.000 OUT
59 |14EEPHD  Electrical Engineering-PHD Pl 9.00 0.000 OUT
54 | 1AEEMS Electrical Engineering-M5 M 9.00 0.000 IN
66 | 14EEMS Electrical Engineering-M5 M 9.00 0.000 IN
A7 [ 1AFFPHN _ Flartriral Engi i oK Cancel 3000000 IN
)
Ready 197 of 513 records found 'lj

9) You can tell quickly that a sheet is filtered by
looking at the row numbers — they will appear
blue when the sheet has a filter set and is
hiding rows. The row numbers will also not
always be sequential.

To unfilter the sheet, simply select the filter
dropdown for the filtered column (displays a
filter symbol if there is a filter set) and select
“Clear Filter from ....”

Select “Ok.”

Utilize this filtering technique to manage your
query results and identify problem areas faster.
Enrollment queries also have the campus email
for students if you wish to email them
enroliment reminders.



