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Introduction

This guide has been produced by the Student System Office to explain how students gain
access to various University Facilities.

Students have access to a number of facilities at University such as the library, university
pc’s, Blackboard etc. The level of access a student has depends on their status in Campus
Solutions. This guide explains what access a student has depending on their record.

 The assignment of access is in most cases automated. If a student record is
incorrect in Campus Solutions, the student may have the incorrect level of access.

« The level of access for students in each situation has been agreed by
representatives of the Schools and various central services.

» ltis possible that a school or student will think that an individual is not gaining access
to facilities that they should have. In this case the student record should be checked
and corrected.

* Access to facilities should not be set up manually for individual students,
(except appealing students). If you are not School staff and unable to check the
student record you should contact the school in the first instance so they can ensure
the record is correct. If the school is confident the record is correct, contact the SSO
can then check the record.

If a student is considered to have incorrect access, the student record in Campus
Solutions should be checked. The student should not be given access to the facilities
dealt with in this guide manually. The record should be checked, then if still unsure
you should refer to the SSO.

Student System Office
Cs.records@manchester.ac.uk
(0161) 306 5444
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1. Access Rights Summary Table

The table below shows you the facilities that a student has access to depending on their

situation:

Student Situation IT Student | Email | Library | Uni Campus | Blackboard

(as recorded in CS) account | Portal Buildings | Solns

Active , (inc. associate | v v v v 4 4 4

& visiting students)

Leave of absence 4 v v v 4 v v

(PGDR)

Leave of absence* 4 v v X X 4 X

(UGRD&PGDT)

Resitting out of 4 v v v 4 4 4

attendance

Submission pending 4 v v v v 4 4

(PGDR)

Thesis Submitted 4 v v v 4 4 4

(PGDR)

Extension to 4 v v v v 4 4

Programme (PGDR)

Minor Corrections & 4 v v v 4 4 4

Referrals (PG)

Graduands (Alumni also | ¥ v v v X 4 X

receive similar access)

Withdrawn/Discontinued | X X X X X X X

Students

Appealing Students

Appealing students access should be handled manually depending on their

situation.

* This includes the program action of ‘NCST’ — Not Currently Studying

CHANGES TO STATUS:

* A change in student status may take up to 1 day to affect a change in access rights.

REGISTRATION:

» All active students have full access. If a student is active but not registered, they will
still have full access.

» Students in this position should be registered or withdrawn as soon as it is possible

to do so.




Guide to Student Access to University Facilities
May 2011

2. Understanding How The Student Record Controls Access

As you can see, many situations a student can be in have the same access requirements.
This section explains which parts of the student record controls access.

2.1 Active Students

‘Active in programme’ is a status in CS which shows that a student is actively studying on a
programme.

Status can be seen on the Campus Solutions page: Student Programme/Plan

Navigation:
Records and Enrolment>Career and Programme Information>Student Programme/Plan

» A student will only have the full access required if they are shown to be ‘active in
programme’ as below.

ACAURITNG Laleelz MedIcal Unoergraguate \Gareer Requirement 1 erm Student Career Nbr: 0

Active in Program

Redistration Details

‘Effeciives Lo = Effective Sequence: |_2
‘Program Action: WQ Return from Leave of Absense Action Date: 15/05r2009
Action Reason: l_ Q Joint Prog Appr: r
“Acadermic Institution: [OMANG L The University of Manchester
*Academic Program: 01491 @ MBChE
™ From Application
*Admit Term: W S 05706 Year Application Nbr:
Requirement Term: W =% 05/06 Year Application Program Nbr: _0
Expected Grad Term: I_Q ‘campus: [MAIN - & Main ‘Acad Load: | Part-Time =
Fsave | E\Return to Search | Previous in List | [l et in List | [Elnotify | % Refrash | Eradd | Updmamwsp\ayl Includs Histary | [ correct

Student Pragram | Student Plan | Student Sub-Plan | Student Attributes | Student Degrees | Hesa Plan 1 | Hesa Plan 2 | Nursing and Midwifery Info | Hesa f

2.2 Inactive Students

If a student has a status of ‘Cancelled’ or ‘Discontinued’ they will have no access at all. If
this is the case access should not overridden. The School must correct the record.

S LN DoULLNL =1 =1 N
I Academic Career: Fostgraduate Research Career Reguirement Term Student Career Nbr: 0

Status: Cancelled Registration Details F[=]
‘Effective a1 Effective Sequence: 1
‘Program Action: wADM]| O Administrative Withdrawal Action Date: 11/05/2011
Action Reason: Q Joint Prog Appr: O
*Academic Institution: UMANG [Q The University of Manchester
*Academic Program: 03166 |Q PhD FREST
From Application
*Admit Term: 1061 |3 0B/07 Year Application Nbr:
Requirement Term: 1061 |Q 0607 Year Application Program Nbr: o
Expected Grad Term: Q “Campus: |MAIN |3 Main *Acad Load; | Full-Time '~

HESA Instance

Elsave | E\Return to Search | 1ElPrevious in List | 4[ElNext in List | [Elnctify | U Refresh | Eradd | FlupdateDisplay | ZInclude History | Correct History |

Student Prograrm | Student Plan | Student Sub-Plan | Student Attributes | Student Degrees | Hesa Plan 1 | Hesa Plan 2 | Mursing and Midwifery Info | Hesa Prog 1 | Hesa F
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N.B.

The remaining statuses of:

‘Leave of Absence’

‘Completed’

are dealt with below in section 2.3 and 2.9.

2.3 Leave of Absence

This is a status in CS that is applied to the student record when a programme action of
‘Leave of Absence’ is added to a student record, (there are several options for action reason
which do not affect the status).

Taught students and research students have different access rights when on LOA so in this
case the career of the student is also taken into account.

Status & Career both therefore control access. Both can be seen on the Campus Solutions
page: Student Programme/Plan

Navigation:
Records and Enrolment>Career and Programme Information>Student Programme/Plan

* A student will have full access if they have a Status of ‘Leave of Absence’ and an
Academic Career of ‘Postgraduate Research’.

» A student will have limited access if they have a Status of ‘Leave of Absence’ and
any other Academic Career.

Academic Career: medical Undergraduatg

Career Requirement Term Student Career Nbi: 0

Status: Leave of Absence Eegistration Details =
m + |4 Effective Sequence: |_1

‘Program Action: WQ Leave of Absence Action Date: 15/05r2009

Action Reason: W Q not currently studying Joint Prog Appr: r

*Acadermic Institution: UMANC The University of Manchestar

*Academic Program: IW Q MBChD

™ From Application

*Admit Term: WQ 0506 Yaar Application Nbr:

Requirement Term: W aQ 05/06 Year Anplication Program Nbr: 0

Expected Grad Term: l— Q ‘Campus: IMNN Q Main *Acad Load: | Fart-Time ¥
Ezave | {AReturn tn Search | Previous in List | +ElNesd in List | [Eutify | isReiresh | Eradd | FlupdateDisplay | Inclue History | E

Student Program | Student Plan | Student Sub-Plan | Student Attributes | Student Degrees | Hesa Plan 1 | Hesa Plan 2 | Mursing and Midwwifery Infc

2.4 Resitting out of attendance

This is shown by an Action Reason being applied to the record. Students resitting out of
attendance have the same access as normal active students so only the status of ‘Active’ is
used to control access.
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Status & Action Reason can be seen on the Campus Solutions page: Student
Programme/Plan

Navigation:
Records and Enrolment>Career and Programme Information>Student Programme/Plan

» A student will have full access resitting without attendance as long as they have a
Status of ‘Active in Programme’

w warse anu uglan

Mew yine
Inforrnation
[> CAS Processing
— WHS Trust 1 Student Program Y_StudentPlan_}” Student Sub-Plan | StudentAtiributes | Student Degrees | HesaFlan1 j HesaPlan2 | 1)
Carmmissians

=)
— HEESA Instance Details MA@

= Student Frograr/Flan Academic Career: Postgraduate Research Career Reguirerment Termm Student Career Nbr: [
= Student Groups

- Studeni Career Find First 4] 1.7 o1 7 [ Lact
= Studeni Term Search Reaistration Details =
= Basis of Admission . o
= yiew Studant Groups b Effective Trater cacca 1Y Effective Sequence: 1
Student f i "
~ Proooss Studont Groups Pr Q Data Change Action Date: 2042011
= Rediztration Details gﬁialls < Action Reason: SRWA O Sirt Resit Wiout Attend Period Joint Prog Appr: O
=R etails T ——
Reporing *Academic Institution: UMANC |G The University of Manchester
[> Enrollment Summaries
I Term Processing *Academic Program: 06833 | QL PhD Chemistry (48 month)
I Enrallment Reporting From Application
I» Enrollment Verifications *Admit Term: 1081 |Q 09110 Year Application Nbr: 003837483
[> Transcripts icati .
r Graduatipan Requirement Term: 1091 |Q 0910 Year Application Program Nbr: b
I Transfer Gredit Evaluation
> Transfer Credit Rules Expected Grad Term: xQ ‘Campus: | MAIN | & Main *Acad Load:; | Full-Time  »
[ 3 C's SUmMmaries HESA Instance
[» Btudent Background
Information
[> Wiork Flacements
R Caban LI [ Il

2.5 Submission Pending

Submission pending is a status that is applied to research students. It is indicated by both an
action reason and a form of study, (action reason shown below). Because the students have
the same access as any normal ‘active’ student, only the student status will control access.

Status & Action Reason can be seen on the Campus Solutions page: Student
Programme/Plan

Navigation:

Records and Enrolment>Career and Programme Information>Student Programme/Plan

* Aresearch student who is submission pending will have full access as long as they
have a status of active.
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= Career and Program
Information
I» CAS Processing
= MHE Trust

Commissions

Student Groups
= Student Career
= Student Term Search
~ Basis of Admission
= Wigw Student Groups by

Student
= Process Student Groups
~ Registration Details
- Registration Details
Reparting

[> Enrollment Summaries

> Term Processing

> Enrollment Reporting

[> Enrollment Verifications

> Transcripts

[> Graduation

[> Transfer Credit Evaluation

[> Transfer Credit Rules

[> 3 C's Summaries

[ Student Background

Information

[ Work Placements

[» Research Students

Dl ¥fin

/ Student Program {_Student Plan | Siudent Sup-Plan ) Student Atiributes |~ Gtudent Degrees ) Hesa Plan1 ) HesaPlan2 | [F)

Academic Career:

C

Action Reason:
*Academi
*Academic Program:
*Admit Term:
Requirement Term:

Expected Grad Term:

Postgraduate Research

Active in Program

06633

1091

1091

a

Data Change

Submission Pending

The University of Manchester
FPhD Chemistry (48 rmaonth)
09¢10 Year

08/10 Year

‘Campus:

MAIN

Career Requirement Term

Registration Details

aQ

e )

Student Career Nbr: 0

First [4] 17 7 [

Effective Sequence: 1
Action Date: 21/04i2011
Joint Prog Appr: O

From Application
Application Nbr:

Application Program Nbri: 0

*Acad Load: | Full-Time
HESA Instance

Main

00383733

v

Status:

Active in Proaram

2.6 Thesis Submitted

Reaistration Details

You can see a student has submitted their thesis as they will be given an action reason of
AWRE. Because the students have the same access as any normal ‘active’ student, only the

student status will control access.

Status & Action Reason can be seen on the Campus Solutions page: Student
Programme/Plan

Navigation:

Records and Enrolment>Career and Programme Information>Student Programme/Plan

» Aresearch student who is AWRE will have full access as long as they have a status
of active.

[» CAS Pracessing

= MHS Trust
Commissians

— HESA Instance Details

= Student Groups
= Student Career
= Student Terrm Search
= Basis of Admission
= Wiew Student Groups by
Student
= Process Student Groups
= Bedistration Details
= Bedistration Details
Reparting
[> Enrollment Summaries
> Term Processing
> Enrollment Reporting
[> Enrollment Verifications
[ Transcripts
[> Graduation
[> Transfer Credit Evaluation
[> Transfer Credit Rules
[ 3 C's SUmMmaries
[» Btudent Background
Infarmation
[> Work Placements
[» Research Students
[ Higher Education NLD
[» Test Administration NLD
> Government Reporting
Canada

1 Student Program \_Student Plan ) Student Sub-Plan  Student Atiributes )~ Student Degrees | HesaFland | HesaPlan2 \ [

Academic Career:

‘Effective DateT
‘Prog
Action Reason:

alnic Institution:

‘Academic Program:
*Admit Term:

Requirement Term:

Expected Grad Term:

Medical Undergraduate

Active in Program

01491

1041

1041

o

Data Change

Awalting Results

The University of Manchester
MBChE

05/06 Year

05/06 Year

‘campus: |MAIN

Career Requirement Term

Redistration Details

Q

ME e

Student Career Nbr: 0

First (4] 1 o o B Last
=
Effective Sequence: 1
Action Date: 110572011
Joint Prog Appr: O
From Application
lic:
Application Program Nbr: 0
Main *Acad Loadk: | Full-Time  ~
HESA Instance

[Fsave | EReturn to Seerch

Previous in List | +[El et in List | [Enictity | 4 Retresh | St | FlupdateDisplay

Include History

E#Correct History

Student Program | Student Plan | Student Sub-Plan | Student Attributes | Student Degrees | Hesa Plan 1 | Hesa Plan 2 | Mursing and Midwifery Info | Hesa Prog 1 | Hesa Prog
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2.7 Extensions

You can see a student has been given an extension as they will be given an action reason of
EXTN or EXTS. Because the students have the same access as any normal ‘active’ student,
only the student status will control access.

Status & Action Reason can be seen on the Campus Solutions page: Student
Programme/Plan

Navigation:
Records and Enrolment>Career and Programme Information>Student Programme/Plan

» A student who has an extension will have full access as long as they have a status of
active.

[» CAS Processing

= MHE Trust 1 Student Program _Student Plan )" Student Sub-Plan | StudentAfiribuies | Student Degrees | Hesa Plan1 j” HesaPlan2 | [F)
Commissions

ME G

Academic Career: Medical Undergraduate Career Requirement Term Student Career Nbr: 0

Find First [4] 10f 4 o Last
Begistration Details FE=

Student Career

= Student Term Search L

= Basis of Admission

= Wiew Student Groups by
Student " .

= Process Student Groups Action Date: 1HDsI20T

= Redizttation Details  Action Reason: EXT | & Extension to Submission Date Joint Prog Appr: O
= Reqistration Details
Reporting *Academic Institution: UMANC |Q The University of Manchester
[> Enrollment Summaries
I Term Pracessing ‘Academic Program: 01491 |(Q MBChA
I» Enrollment Reporting From Application
[> Enrallment Verifications *Admit Term: 1051 |Q 0506 Year Application Nbr:
I» Transcripts
[> Graduatian Requirement Term: 10681 | 0506 Year
[> Transfar Credit Evaluation
[ Transfer Credit Rules Expected Grad Term: QU ‘Campus: |MAIN | QY Main ‘Acad Load: | Full-Time  »
[ 3 C's Bummaries HESA Instance
> Student Background
Infarmatian
[ Work Placements
[> Research Students
> Higher Education NLD
[> Test Administration NLD Student Program | Student Plan | Student Sub-Flan | Student Atiributes | Student Deorees | Hesa Plan 1 | Hesa Plan 2 | Nursing and Midwifery Info | Hesa Prog 1 | Hesa
> Government Reparting
Canada
> HESA Reporting

Active in Program

Effective Sequence: 1

‘Program Action: DATA Q@ Data Change

Application Program Nbr: 0

Bsave | AReturn to Search Previous in List | 4] next in List | [Enctity | LRefresh | Eradd | AupdateDisplay Include History | EPCorect History

2.8 Referrals/Minor Corrections

You can see a student has been given a referral or minor corrections as they will be given an
action reason of REF1, REF2, REFL, REFT or MINR. Because the students have the same
access as any normal ‘active’ student, only the student status will control access.

Status & Action Reason can be seen on the Campus Solutions page: Student
Programme/Plan

Navigation:

Pecords and Enrolment>Career and Programme Information>Student Programme/Plan

* A student who has a referral will have full access as long as they have a status of
active.
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I» CAS Processing

— NHS Trust | Student Program \_Student Plan_}” Student Sub-Plan | StudentAtiributes | Student Degress ;| Hesa Plan1 | HesaFlan2 | [b)
Commissions
~ HESA Instance Details

~ Student Groups

= Bludent Career

= Student Term Search

= Bagis of Admigsion

= ¥ieww Student Groups by
Student

= Process Student Groups

M E @

= Registration Details <
= Registration Details

Reparing
Enrollment Summaries
Term Pr ing

Academic Career: Medical Undergraduate Career Requirement Term Student Career N
— gmus: Active in Prograrm Reqistration Details
‘Effective Date: /0512011 [0 Effective Sequence: 1
‘Program Action: DaTA | & Data Change Action Date: 1110612011
R Referred, § months Joint Prog Appr: O

ANG | Q The University of Manchester

*Academic Program: 01491 | Q WBChE

Enroliment Reporting
Enroliment Verifications
Transcripts

Graduation

Transfer Credit Evaluation
Transfer Credit Rules

3 C's Summaries
Student Background
farmation

Work Placements
Research Students
Higher Education NLD
Test Administration NLD
Government Reparting
anada

LIECS Dannding

From Application
*Admit Term: 1051 |G D5/06 Year Application Nbr:

Application Program Nbr:
Requirement Term: 1051 | Q 0A/06 Year i & 0
Expected Grad Term: Q ‘campus: [MAIN QL Main ‘Acad Load: | Full-Time  »
HESA Instance
BEsave | LReturn to Search Previous in List | 4B Mext in List |Nnmy | L Refresh | Ehrdd | FupdateDisplay Include History | [EFCorrect History

Student Program | Student Plan | Student Sub-Plan | Student Aftributes | Student Dedrees | Hesa Plan 1 | Hesa Plan 2 | Mursing and Micwifery Info | Hesa Prog 1 | Hesa Proo &

2.9 Graduands

Graduands are students who have completed their programme but have not yet had their
graduation ceremony. You can see if a student is in this situation using 2 pieces of
information, the student status and their graduation date. A graduand will have a Status of
‘completed’ and will not have reached their graduation date.

The status can be seen on the Campus Solutions page: Student Programme/Plan

Navigation:
Records and

I- GAS Processing
= MHE Trust

Commissions
— HESA Instance Details

= Student Groups
= Student Career
= Student Tenm Search
~ Basis of Admission
= Wigw Student Groups by
Student
- Process Student Groups
- Registration Details
= Redistration Details
Renoring
[» Enrollment Summaries
> Term Processing
> Enrollment Reporting
[» Enrollment Verifications
> Transcripts
[» Graduation
[> Transfer Credit Evaluation
[> Transfer Credit Rules
[> 3 C's Summaries
> Student Background
Information
[ Work Placements
[> Research Students
I Higher Education NLD
[> Test Administration NLD
I Government Reporting

Enrolment>Career and Programme Information>Student Programme/Plan

{ StudentProgram \_Student Plan | Student Sub-Flan | StudentAttibutes | StudentDegrees | HesaPlan1 | HesaFlanz | [1)

ME @

Academic Career: Undergraduate Career Requirement Term Student Career Nb

Firat [4] 1 of 1 [¥]

q Completed Program Reqistration Details [=1
‘Effective Date: Effective Sequence: 1
*Program Action: COMP | & Completion of Program Action Date: 251082009
Action Reason: Q Joint Prog Appr: O
‘Academic Institution: UMANG The University of Manchester
*Academic Program: o0zes (@ BA(HonS) American Studies

From Application

*Admit Term: 1081 | Q 05006 Year
Application Program Nbr:
Requirement Term: 1051 |Q &6 Year P o 1]
Expected Grad Term: 1081 Q@ 0E/M09 Year ‘Campus: MAIN (3 Main ‘Acad Load: | Full-Time s
HESA Instance
Bsave | LlReturn to Search | tE Previous in List |¢I§Next in List | [Elnotity | “LRefresh | [Eradd UpdateDisplay | Zlinciude History | [ Correct History

Student Pragram | Student Plan | Student Sub-Plan | Student Atributes | Student Degrees | Hesa Plan 1 | Hesa Plan 2 | Mursing and Midwifery Info | Hesa Prog 1 | Hesa Prog 2 | HEY

Canada

The Graduati

Navigation:
Records and

on Date can be seen on the Campus Solution page: Graduation Data

Enrolment>Graduation>Graduation Data
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= Print Certificates { Graduation Data

= Student Dedrees
- Honors and Avards A ic Career UGRD  Undergraduale
= Graduation Repart
= Dedree Chance Audit o
= NZVCC Survey Data File
ML i Student Career Nbr 0 EE
P Academic Program 00285 BA{Hons) American Studies “
= Caltuate Alterrative
Pwvard _ I B
— Polential Gradustes Academic Institution  UMANC The University of Manchester
Report
[> Transfar Credit Evaluation Academic Plan 00166 BA{Hons) American Studies
[> Transfer Credit Rules
> 3 C's Summaties Term 1081 Completion Term
[> Student Backaround
Information Admit Term 1051
[ Wiork Placements

[> Research Students N
“Gradua a 01/082011 ), .
> Higher Education NLD K Graduation Date E dated by rwwssell 08/04/2008

[» Test Administration NLD
[» Governmment Reparting

Canada Degree BAHONSY 2.1 Second Class, Division One
> HESA Reporting

[> Student Registration Diploma Description Bachelor of Arts

I» Student External Study . I

© HEAR Subject Description American Studies

= Student Grade Yisibility
> Curriculum Management
(- Financial Aid
[+ Student Financials
[+ Academic Advising
[+ Contributor Relations
> UK Statutary Interfaces
[ 54 Integration Pack Hsave | L\Return to Search Previous in List | 4] Mext in List | [Elnotity | UpdsteDisplay | Jllinclude History | [EFCorrect Histary
[ UK Confirmation Hatline
> Set Up HRMS
[- Bet Up BACR
> Frterntise Camnnnents

N.B.
If the graduation date shown is earlier than the current date, the person is now a graduate

and will have Alumni access rights.

2.10 Withdrawing Students

Note that it is essential to withdraw/discontinue students in a timely fashion. If you do
not do so, the individual will still have access to University facilities.



