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Title: Undergraduate Withdrawal
Balance View (Faculty)

OBJECTIVE: This document will detail how to view
the Withdrawal Balances based on changes made
pursuant to CSU Executive Order 1037.

LESSON 1: WITHDRAWAL BALANCE VIEW

NEED ADDITIONAL INFORMATION?

For further questions on this process please go to the CMS webpage at
http://www.sonoma.edu/cms/contact.shtml to locate the
STUDENT RECORDS FUNCTIONAL LEAD
under Student Administration.
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Lesson 1: Withdrawal Balance View

| Navigation: Self Service>Student Center

Introduction: The student withdrawal limits are now set to a total of 18 units pursuant to CSU
Executive Order 1037. This means a student will be blocked from withdrawing from a course
if that withdrawal will put them over the 18 unit limit. The student record system has been
setup to enforce this effective Fall 2010 forward. Any student who has 10 or more withdrawals
in their history beginning Fall 2010 forward will see a pop up window of balance limits when
attempting to enroll showing the number of withdrawal units they have remaining. This count
starts for the Fall 2010 enrollment period and does not include withdrawal history prior to Fall
2010.

For more information about Sonoma State University’s Course Repeat Policy, please visit
http://www.sonoma.edu/UAffairs/policies/withdrawalfromcourses.htm.

The table below will outline how to view your balances.

Step Action Screenshot
1 | Navigate to Self Service> Wena &
Faculty Center CEIIEE ® Ludwig von Drake My Info | Go to.

[ My Favorites f faculty center adviser|

[» GSU 3A Baseline

[» 30N Customizations

- Self Service
[ Time Reporing
[» Personal Information
[+ Payroll and Compensation
& Beneﬂts Fall 2010 | Sonoma State University change term |
[ Learning and

Development

[ Recruiting Activities @' Show all classes O Only classes with enrollment O View M
[+ Advisement

— Faculty Center

— Class Search/Browse = =
Catalog ﬁoﬁ Eﬁ‘ @

Faculty Center

|
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2 | Click on the Advisement Wew &

Tab Search: Ludwig von Drake

®

I|> My Favorites [

My Info | Go to...

faculty center advisement

[ CSU SA Baseline
[ SON Customizations
[~ Self Senvice
[> Time Reporting
[> Personal Information
[> Payroll and Compensation
I Benefits Fall 2010 | Sonoma State University change term |
[ Learning and
Development
[ Recruiting Activities
[> Advisement

Faculty Center

@Showallclasses OOnchIasseswithenrollmenl: OViewMyWee

— Class Search/Browse
Catalog

’—E‘ﬁ_p]| Grade Roster @ L=arning Ma

3 C“Ck the NeW DI’Op-m ( faculty center Wadvisement class search
Advisees button.

View My Advisees /
d
@ There is no information for th}énsactinn you requested.

¥

NEW DROP-IN ADVISEES |

4 | Search for a student. ( tacutty conter [ scvisement

New Drop-In Advisees

~ FERPA Message for Instructor/Advisor

Educational records are kept by University offices to facilitate the educational
students. Faculty and staff members may also keep informal records relating
responsibilities with individual students.

A faderal law, the Family Educational Rights And Privacy Act of 1574 (also kne
the Buckley Amendment) as amended, affords students certain rights concen
educational records. Students have the right to have some control over the d
information from the records. Educational institutions have the responsibility -
disclosure of personally identifiable information from the records.

WHEN IN DOUET, err on the side of caution and do not release student educz
Contact the Office of the Registrar for guidance.
rch to iden
——
search

ID: begins with [
Campus ID: begins with [ |
National ID: | begins with [ |
Last Name:| begins with L] [SoNOMA
First Name:| begins with [ [SALLY

LookUp | Clear | Cancel |pasicLogkup

Search Results
View Al

1D Hame Gender |Date of Birth|Campus |l

1001643283 Sonoma.Sally Jane Female 1117 (blank)
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5 From the **StUdent ( faculty center ](advisement class search
Deta”s** drop down’ Select New Drop-In Advisees

Withdrawal/ Repeats, and
click Go.

Educational records are kept by University offices to facilitate the educational development of
students. Faculty and staff members may also keep informal records relating to their functional
responsibilities with individual students.

A federal law, the Family Educational Rights And Privacy Act of 1574 (also known as FERPA, and
the Buckley Amendment) as amended, affords students certain rights concerning their student
educational records. Students have the right to have some control over the disclosure of
information from the records. Educational institutions have the responsibility to prevent improper
disclosure of personally identifiable information from the records.

WHEN IN DOUBT, err on the side of caution and do not release student educational information.
Contact the Office of the Registrar for guidance.

Click Search to identify advisee. Then

select information from Student
search |

Details dropdown & click go.

Sa"! Sonoma **Student Details** D go |

**Student Details**
@ Academic Information

Address
Advisor Notes
Class Schedule

VIEW MY ADVISEES | Degree Progress
Emergency Contacts

Enrcllment Appointments

Grades
Telephone
Faculty Center Advisement Class Search To Do List

Transfer Credit Report

Unofficial Transcript
Withdrawals/Repeats

6 | View the Withdrawal
. [ witarawals T~ Repeats

Summary and Withdrawal

Courses_ Sally Scnoma

Overall Unit Limit — 18.00 Overall Unit Limit 18.00

withdrawal units are Units Used S
. . y Units Available 14.00
permitted in a student’s
career. Withdrawal Courses
Term Subject Catalog Nbr Class Nbr Units

UnitS Used — Running tOtaI Fall 2010 POLS 426 1277 4,00

of the number of withdrawals
used.

Units Available — The
number of units still available
for withdrawal.

Withdrawal Courses — A
descriptive list of all
withdrawn classes.
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