Wesleyan University SFIS/HRMS

Office: Office of International Studies PeopleSoft v, 9.0

Editing Existing OIS Organizations
in Conjunction with the On-Line Application Process —
Revised: January 2013

The following procedures should be used to change data for an existing NRS Organization in PeopleSoft used by the
Office of International Studies. These changes are necessary to present an accurate representation of the approved and
sponsored programs for the on-line application process. (The procedures demonstrated have been performed in the Test
database and do not affect actual data.) The changes fall into these four main areas:

1. Changing Ownership/Proprietorship to the newly created PINT (Petitioned International NRS)
2. External Organization Name change

3. Adding or editing Location information

4. Adding or editing Affiliations page

Below are overall descriptions of each change followed by an illustration of how to perform the edit.

1. Changing Ownership/Proprietorship to PINT (Petitioned International NRS)

a. As of September 2011, there has been an addition to the External Ownership Names associated with OIS
NRS Programs. Previously there were two Ownership Names: Approved International NRS and
Sponsored NRS Pgm.

b. The organizations (and countries) with these codes are the only organizations that are to be displayed in
the on-line Inquiry drop-down boxes and the on-line Application form drop-down boxes.

c. Inorder to differentiate other organizations that are currently incorrectly designated as INTL (Approved
International NRS), a new Ownership Name of PINT (Petitioned International NRS) was created. Once
this new name is applied to existing organizations in PeopleSoft, the INTL organizations will no longer
appear in the drop-down boxes.

d. The information regarding the current codes to be associated with OIS External Organizations is as

follows:
Field Name Value | Eff Date | Status | Long Name Short Name
PROPRIETORSHIP | INTL | 1/1/1900 | A Approved International NRS | APRV-INTL
PROPRIETORSHIP | PINT | 1/1/1900 | A Petitioned International NRS | PET-INTL
PROPRIETORSHIP | SPON | 1/1/1900 | A Sponsored NRS Pgm Spon NRS

e. There are two primary reasons why this change would be needed:
i. If the organization was approved at one time and is no longer approved (this is changed by
adding a new row), or
ii. If the organization had never been approved (once a list of External Org IDs for these
organizations has been compiled, it will be determined if they can be updated programmatically).
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f. QUERIES: The following queries may be run to display the Ownership/Proprietorship of NRS
organizations:

i. WOIS _EXT_ORGS NRS_ACTIVE_ALL displays active NRS organizations with INTL, SPON or
PINT Ownership codes.

i. WOIS_EXT_ORGS_APRV_INTL_SPONSR displays only those active NRS organizations with
an INTL or SPON Ownership code. Ultimately, only those organizations to be shown on the
drop-down boxes will be displayed in this query.

g. Test Database: These examples were created in the CS90Test Database.

1.e.i. Adding a new Ownership/Proprietorship row
for an organization that was approved at one time and is no longer approved

e Open the Organization Table page (Campus Community > Organization > Create/Maintain Organizations >
Organization Table) for the desired organization

Editing Orgs for Online Process 2013.docx 2 0of 20



Wesleyan University SFIS/HRMS

Office: Office of International Studies PeopleSoft v, 9.0

WESLEYAMN

Favorites | Main Menu > Campus Community > Organization » Create/Maintzin Organizations > Ovrganization Table

Organization Table

External Org |D: EDD0B3

Organization Details

*Effective Date: 01011200 [/ sgtatye:  Active +‘._\
*Description: |HLHM.;[ar5r Program - Capital Univ \
Long Description: [Hungary Program - Capitsl University

Short Description: Hungany Fr

" :
*Organization Type: NRS [3] ¥  Mon-Resident Study Program

*Proprietorship: AFRV-INTL
Active Locations Persorgitze | Find | Vie
Location | Description BOTSEE
1 Hu!'bgary Program - Capital /044500
Univ
Primary Location: 1]a Locations

Active Contacts Persoralize | Find | view an | B2 | B First Bl 1 o1 B 2ee
Tips Job Titls Effective Date Primary

Persoralize | Find | View &l | = | i First Il 1001 Il L3sk
Tips Effective Dats Prrimeary

Primary Department: E Departments

Vendor Information

SetlD:
Vendor 1D:
Taxpayer |D:

Organization Type Related Information
MNon-Resident Stwdy Program

Last Update Date/Time: 0722002 4:Z21:5TAM by: PPLSOFT

& sae | LU Foetum o Searcn | =1 oy | 5 aoa spazeDEszy | 4 momce Hisory | [ Correct History

{Organization Table | Regional

¢ Note that the Effective Date is 01/01/1900.

e Also note on the dark blue bar Organization Details that this is page “1 of 1”
e Click on the plus sign in the upper right

e A new page opens:
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WESLEYAN

Fawvorites | Main Menu > Campus Community > Owrganization > Creste/Maintsin Crganizations > Organization Table

Organization Table Regun:l )

External Org ID: EOO0EL E 3 W

Organization Details - e
*Effective Date: 202 [age o Active o =
*Description: |Hungary Frogram - Capital Univ

Long Description: |Hungany Frogram - Capital University

Short Description: Hungary Pr

t :
*Organization Type: NRS [G] *  Non-Resident Study Program
*Proprietorship: APRV-INTL

Persongiize | Find | view Al | & | ] First 4] 1af1 [+ ] Last
AOrEEs Effective Date PPrrimary

1 Hungary Program - Capital

: 01900
Univ

Primary Location: i H Locations |

Personalize | Find | view All

Tips Job Titls

Primary Contact: ﬁ Contact Type F'rEI'ErrEd| Contacts |

Persoritze | Find | view an | 2 | S First Bl 4001 B 12

Typs Effective Data Primary

Primary Department: H Departments |

Vendor Information

SetlD:
Vendor ID:
Taxpayer 10:

Organization Type Related Information
Mon-Residant Stdy Program

Last Update Date/Time: 0732012 4:21:57TAM by: PPLSOFT

e ml &4, Fietum i Seanch | =1l ety | -imc|| UptzeDisntzy | 4 nckdeHistory | B Commect History

Organization Table | Regional

e The Effective Date now is today’s date. You may leave the date as is or change it as appropriate to a date later
than 01/01/1900.

e This is now page “1 of 2"
e Click on the Proprietorship drop-down and select from the list PET-INTL
e Click Save.

e Unless you made other changes to the page, it will now appear as follows:
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External Org ID:

Organization Details

*Effective Diate:
*Description:

Long Description:
Short Description:
=0rganization Type:

*Proprietorship:

Active Locations

Location | Description

Univ

Favorites | Main Mem » Campus Community > Organization » Create/Maintain Organizations » Ovganization Table

Organization Table § Reg'.mﬂ

500083

107292012 ] sgpppys:  Aotive

|Hlir|-galr3,,r Program - Capital Univ

|Hun.g\ar3,,r Program - Capital University
Hungany Pr

o
m Mon-Resident Study Frogram

PETINTL -

1 Hungary Program - Capital

Parsonaiize | Find | view Al | & | H

adaress [ Ettective Date | primary

M/MM1300

n 101 n Lasd

Primary Location:

Active Contacts
Contact | Mams

[ @&l

Personalzs | Find | view &l | =l | 2

Typs Job Trtls Effective Date Primary

First B 101 “ 5

Primary Contact:

Active Departments

G Gontact Type Prefermed|

Personalze | Find | view all | =l | 2

D=partmant Dﬂ-u‘ltlun Tips Effective Dats Primary

Contscts

First n 101 “ 5

Primary Department:

Vendor Information

SetiDe
Vendor 1D:
Taxpayer |D:

[ &l

Diepartments

Organization Type Related Information
Mon-Residant Study Program
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W sam | & H:el.lmhsearml =7 mm,-l 5 pca | ) Upoze Doty | mokdeHisiory | B Cammest History

Organization Table | Regional
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2. External Organization Name change

a. In order to make the organization names more easily searchable in the drop-down boxes, there may need
to be changes in the way the names appear in the PS External Organization table.
b. Examples of organization name changes are:
i. A formal name change - If the name of the organization is changing officially as of a given date
(adding a new row plus using Correct History for the Location)
ii. A simple edit - If the name of the organization is incorrect, but there has been no official change
(Correct History)

2.b.i. Making an official name change as of a given date by adding a new row (and Correct
History under Location Summary)

e Open the Organization Table page (Campus Community > Organization > Create/Maintain Organizations >
Organization Table) for the desired organization
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WESLEYAN

Fa-vg:'rbs Main_Menu » Campus Community » Organizstion » Create/Maintain Organizations » Crganization T

Organization Table Regional 1

External Org ID: 500132 HMEE

Organization Details

*Effective Date: 01011900 [ giapus.  Aotive \ R =
*Description: 0TS San Jo=< Costa Rics

Long Description: |OT3 Ban Jese, Costa Rica - Duke University

Short Deseription: OTZ Zan Jo

— )
*rganization Type: MRS [0 ¥ Mon-Resident Study Frogram

*Proprietorship: AFRV-INTL &

Active Locations Persorlizs | Find | view s | &1 | B Firgt Bl 5 o1 B 122
Location | Descripbion AOOrSEE Effective Date Primany
1 OTS 5an Jose, Costa Rica 01041900

Primary Location: 1@ Locations

Active Contacts Personalize | Find | Wiew Al | &l | 2 Firsi 4] 1081 a Last
Contsct | pams Tis Job itk EffsctiveDsts |  Primany

Frimary Contact: E Centact Type Preferred Contacts

Betive Departments Personziize | Find | view i | (21| 8 First Bl 4 o1 I 2et

Department  |Description Type Effective Date |  Priman

Primary Department: @ Departments

Vendor Information

SetlD:
Vendor [D:

Taxpayer ID:
Organization Type Related Information
Maon-Resident Study Program

Last Update Date/Time: O07/13/2012 4:21:5TAM by: PPLSOFT

B sam | A mal.lrnloSearml =1 Nty | (%5 Agd UpdzeiDizplzy | 1 inclde History | = Dorra:*ual

(Organization Table | Regional

e Click on the yellow Correct History button in the lower right. It is now grayed out.
¢ Note that the Effective Date is 01/01/1900.

e Also note on the dark blue bar Organization Details that this is page “1 of 1”

e Click on the plus sign in the upper right

e A new page opens as follows:
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AN

WESLEY

Favorites | Main Menu > Campus Community > Organization » Create/Maintain Organizations > Owganization Table

Organization Table | Regional

External Grg I1D: RO0132

Organization Details

SR =
*Effective Date: Status:  AEVE - # [=

*Description: [OTS San Jose, Costa Rica

Long Description: |'DT5 San Jose, Costa Rica - Duke University

Short Description: 0TS 3an Jo

i .
*Organization Type: MRS [Q] ¥  Mon-Resident Study Frogram

AFRV-INTL

*Proprietorship:

BActive Locations Persanzlze | Find | view Al

Locstion | Description AOOreEs

1 OT5S San Jose, Costa Rica /1300
Primary Location: [ 1] Locations |
Active Contacts Persongiize | Find | View Al
{:nntaut Nams Typs= Job Titls
Frimary Contact: | E Contact Type F'rel’erred| Caontacts |
Active Departments Parsanzize | Find | view Al | 2l | E Flrst ] 1 off4 ] Lzt
| Description Tips Effective Dats Primary
Primary Department: | [a Departments |
Vendor Information

SetlD:
Vendor 1D: |

Taxpayer ID:

Organization Type Related Information
MNon-Resident Study Program

Last Update Date/Time: 0732012 4:21:57AM by: PPLSOFT

W sae | L4 Retum o Searcn | =1 Moty | + Add UpizzDipE | 48 nckceHisiory | B Comect Histary

Organization Table | Regional

e The Effective Date on this page is today’s date. You may leave this as is or change it as appropriate to a date
later than 01/01/1900. (After the new name has been entered, when this organization is referenced, it will be with
the new name as of the new Effective Date.)

e Thisis now page “1 of 2.” (Page 2 of 2 is the old name.

¢ Make the changes for the official name in the three description boxes. Click Save.
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WESLEYAMN

UNEYER

Favorites | Main Menu > Campus Community » Organization » Create/Maintsin Organizations » Ovganization Table

Organization Table i Regumi 3

NMH®

External Org ID: 500132 b8 @ ¢
Organization Details Find | Wiew All Firs B 4 o2 O L=t
*Effective Date: 117202002 [ sy Aolive — =
*Description: |rg Tropical Studies Costa Ric

Long Description: |Organ ization fior Tropical Studies Costa Rica

Short Description: Crg Trop 3
*Organization Type: [MRS | ¥  Mon-Resident Study Program
*Proprietorship: AFRV-INTL

Active Locations Persorziize | Find | Vi

Location | Description ALddress

1 0OT5 3an Jose, Costa Rica 04/011900

Primary Location: 1q Locations

Active Contacts Personaiize | Find | Wiew All | &7 Firct Bl 4 ort B 12ee

[contsct [wame — [mpe  [iooTie [Etective Date [ _primany

Primary Contact: [@] Contact Type Prefemed Contacts

BActive Departments Personaltze | Find | view Al | (£a) | i First [ 4] 101 [+ Last

Depertment | Dsceription Tips EffsctiveDate | Primeny

Primary Department: E Departments

Vendor Informaticn

SetlD: |
Vendor 1D: |

Taxpayer |D:

Organization Type Related Information
Mon-Resident St Pr

Last Update Date/Time: 117292012 2:32.57PM by: CPIKED1
& ze L“\Mmhmrm| -uom,-| + Add =eDizolzy | 1 inckede History | B Comrect History

Organization Table | Regional

e Changing the Name Under Active Locations You'll note that the name of the organization has not changed in the
Active Locations section. Unless the name for the primary location is meant to stay the same, this information
needs to be edited on the Locations page which is a separate table.

0 Click the yellow Correct History button at the bottom of the page. The text will gray out.

0 Click on the yellow Locations button.
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Favorites | Main Menu > Campus Commwnity > Ovganization > Create/Maintzsin Organizations > Organization Table

OrgID: 500132 Cing Tropical Studies Costa Ric HMEH®
Primary Location: 1  OTS San Jose, Costa Rica

Personglize | Find | view Al | (1 | B First Bl 4 e O aey
Effective Dats | Status Location Detalls

0TS 5an Jose, Costa Rica 010115900  Active Location Detsils

(8 Cancel Apphy

Location Summary | Location Detail

o Click on the Locations Details link

WESLEYAN

Favorites | Main Meru > Campus Commamity > Ownganization : Create/Maintzin Organizations » Ovganization Table
- - - - -

|| Location Detail
™ : 3 " mE e
Org ID: 500132 Org Tropical Studies Costa Ric &9 i W
Primary Location: 1 OTE Zan Joze, Costa Rica

Location History

Effective Date: |rﬂ' 11500 [ Status:  Active - F[=

*Description: |OTS San Jose, Costs Rica
Short Dese:  |OT5 San Jo

=
Country: [SRIS costs Rics

Address: Edit Agdrass

Electronic Addresses

Email 1D: |
URL Address: |

EDI Address:

Location Phones Personaiize | Find | |
[Pnonetips  [pmm [phome Prstartsa
= [ | o ®E

Last Update Date/Time: 07132012 4:21:37TAM by: PPLSOFT

Ok Cancel Apphy 4, Remesh

Location Summary | Location Detail
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o0 Note the original names are still on the Location Summary page under the Location History Section.

o0 Change the Description and Short Desc to correspond with the same fields on the Organization Table
page.

o0 NOTE: There must be a Country code filled in under Location History. If there is not, when you click OK,
you will receive the Message: Warning -- At least one address is required when adding a new
organization. (14200,14)

= Simply click OK. This is because only the Country is required. If the Country is on the page, you
are not required to enter the full address or contact information. Those are optional.

o0 Click OK and when the Organization Table page opens, click Save.

0 The new description is now saved in both the Organization and Location tables.

2.b.1i Correcting an inaccurate name through Correct History

e Open the Organization Table page (Campus Community > Organization > Create/Maintain Organizations >
Organization Table) for the desired organization
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Favorites | Main Menu > Campus Community » Crganization » Create/Maintain Organizations » Onganization Table

Organization Table Regional

External Org ID: 735435

Organization Details

*Effective Date: 01011550 [ agtatys:  Active
*Description: |Llni'.lersidad Autonoma de Yucata
Long Description: |Llrti'.ler5idad Autonoma de Yucatan

Short Description: Universida
o :
*Organization Type: NRS [G] ¥  Non-Resident Study Program

*Proprietorship: APRN-IMTL =

Active Locations Personalize | Find | wiew &1 | &l | -] First [ 4] 1 064 [} Lt
Location | Description AOOreEs Effective Dats | Primary
Universidad Autonoma de
1 ¥ A0
Frimary Location: 1[Q Locations |

BActive Contacts Persorziize | Fivd | view an | (2 | S Firgt B 4 orq B 2
Contsct | Mame Tipe Jois Tittls Effactive Date Primary

Primary Contact: [ Contact Type Prefemed| Contacts |

Active Departments Persorziize | Fivd | view an | 2 | S Firgt B 4 orq B 2
D nt Description Typs E‘I‘fllt:thl'l Date Primary

Primary Department: E Departments |

Vendor Information

SetlD:
Vendor 10:
Taxpayer 10:

Organization Type Related Information
Mon-Resident Stwdy Program

Last Update Date/Time: OTNZ20M2 4:21:57TAM by: PPL3OFT

& sae | LU Retum o Search | =0 oy | (%5 add JpazeaTiznizy | ] incleds History | B Correst Hiso

Oirganization Table | Regional

e Click on the Correct History button in the lower right

« The appearance of the button changes so that the icon is grayed out - = c2rfect History

¢ Make whatever changes are needed to the organization name by typing in the three Description fields
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revamiles | Pl e s Uangae Conmnmmanly @ Ciganmesion 5 Uedslenianilan Chudnusglans ¢ o Uugeaimeclan | i
- - -

Organization Table

el s L
Extarnal Org I0: 710415 B @ e

organization Detalls First Bl 4 oeq BN 2

010111990 |58 sctat o Active = =

IF SA Rastler | Inivarsidad Aot

*Effective Date:

*Dancripticn:

|I|_ D Drutker Unsiove sidand Aulbvisennsa die YMun-alans

IF A Hutl

Long Lescription:
Short Description:
*Crganization Type:

“Proprietorship: SR I
Active Locations Preisunalle | Fiwd | view an | & | Bl riet Bl o B s
Lumaalhon | Destalpslin c BT liws Dale Fulieny
1 EHIWFEIM Autonoma de 04041990
u-ala
Primary Location: i Ia Locstions |

Actlve Contacts

Lontsct | nEms

Forlunary SounilaiL. I: Contact Type Mreforred Clontacts |

Active Departments

Primary Department: @ Cepartments |
Ratiry |
vendor 1Lk

Taxpayer |D:

Organization Type Related Information
Mon-Resident St Frogram

| ast llpdate NateiTime- 11r3emi? 321-2PU hy- CPIKFM

[ ] :3m=| L4 Retum to Bearch | (50 meotry '-;.r.ual o] UpdsteDiesptay | 81 inclde | listory Correct

Crrganization Table | Regional

e Click Save.

e Changing the Name Under Active Locations You'll note that the name of the organization has not changed in the
Active Locations section. Unless the name for the primary location is meant to stay the same, this information
needs to be edited on the Locations page which is a separate table.

0 The Correct History button will still be grayed out.

0 Click on the yellow Locations button.
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Favontes | Main Menu > Campus Communty 5 Unganestion » (este/Maintsin Urganestions > Urganeation | able
- - -

Location Summary | Locaton Detail

Org ID: 723435 IF S& Butler Universidsd Auton MHE
Primary Location: 1 Universidad Autonoma de Yucata

Personalize | Find | wiew an | B | B First Bl 4 o1 B 12e

Effsctive Date | Ststus | Location Detslls |_

010171930  Active  Locstion Details [=]

Ok | Cancel | Apply | ) Refresn

Location Summans | Location Detsil

0 Click on the Location Details link.
0 Change the Description and Short Desc to correspond with the same fields on the Organization Table

page.

Favgt'mﬁ r-'la'ln‘_r-'lem> Campus Community > Ovganization » Create/Maintsin Organizations » Owganization Table

Location Summany Location Detail

OrgID: 738435 IF SA Butler Univercidad Auton ME®
Primary Location: 1 IF SA Butler Universidad Auton

Location History Find Firzt Bl 1oy B 12t

Effective Date: |01/01/1550 [ Status:  Aetive v FE=]

*Description: [ |IF 54 Butler Universidad Auton
Short Desc: ( [IF 24 Butl
Country: MEX |3 Mexico

Address: Edit Address

Electronic Addresses

Email 1D: |
URL Address: |

EDI Address:

Location Phones Personalze | Find |

“Phona Typs Prafix [Phons
= | S

Last Update Date/Time: /282012 3:33:43FM by: CPIKED

oK | Gancel | Appy | 4, Rtresn

RN N | e AP

e Click Save. The following message may appear: Warning -- At least one address is required when
adding a new organization. (14200,14). Simply click OK. This is because only the Country is
required. If the Country is on the page, you are not required to enter the full address or contact
information. Those are optional.

¢ Click OK and when the Organization Table page opens, click Save.
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. The new description is now saved in both the Organization and Location tables.

3. Addition or editing of Location information
a. There are currently a number of Organizations that either do not have countries associated with them or
the country needs to be revised (e.g. from USA). These occur in the Organization Locations table.
b. These edits include:
i. Adding a country where none exists in the Organization Locations page
ii. Changing a country code on both pages.

3.b.i Adding a country where none exists in the Organization Locations Table

e Start by making a note of the Description and Short Desc to be entered onto the Locations page (NOTE: this
information may be missing from the Location page). Open the Organization Table page (Campus Community >
Organization > Create/Maintain Organizations > Organization Table) for the desired organization.

Editing Orgs for Online Process 2013.docx 15 of 20



Wesleyan University SFIS/HRMS

Office: Office of International Studies PeopleSoft v, 9.0

Fa'-'g-l"l‘bE Main Menu > Campus Community » Organization > Create/Maintain Onganizations » Ovganization Table

Organization Table Regional

External Crg 1D: DEHDE2D

Organization Details

*Effective Date: DUDINSE0 [ agpppys:  ACtive
*Description: |Fbrem:>e Campus - Fairfield Un
Long Description: |Fbrem:>e Campus - Fairfield University

Short Description: ~ [Florence G|

F -
*Organization Type: NRS [3] ¥  NonResident Study Frogram
APRV-INTL

*Proprietorship:
Bctive Locations Personzize | Find | Wiew Al | 2l | 2 First [ 4] 1 of1 ] Last

Location | Description AOHIrSES Effactive Date Prrimeary

Primary Location: E

Active Contacts Personaiize | Find | view All | -J-TJI ] First 4] 1061 [ Lasl
Contsct | Nams Typs Joiby Titls Effective Dats Primany

Primary Contact: @ Contact Type Prefemed| Contacts

Active Departments Personzize | Find | view Al | .13_-|| s First 4] 1 of1 [+ Last

D nt Description Typs Effective Dats Primary

Primary Department: E Departments

Vendor Information

Vendor ID:
Taxpayer 10:

Organization Type Related Information
Non-Resident Study Program

Last Update Date/Time: 0732012 4:21:5TAM by: PFLSOFT

Hm| & ﬁ:ei.:thearmli'—'i uom,-| i-"&mc|| H| Upaze/Diplzy | & include History | B Correct History

Crganization Table | Regional

e After having noted the descriptions, open the Location Summary page by clicking on the yellow Locations button.
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I—aHSFI'DE MBIH‘MEM 3 L_SIMpUS L_OMMAnmy > UTGSNEZST0Nn > _ISSTe/MSINiSIn LNQSNEST0NS > UAQSNESTIon | S0

Location Summary ' Location Detail

OrgID: 0500520 Florence Campus - Fairfisld Un ME@
Primary Location:

Parsonalze | Find | wiew Al | (5] | £ First [ 4] 1081 ] Last
Effective Date | Ststus Location Detalls

Location Details

oK Cancel Apphy

Lecation Summany | Location Detail

e Click on the Locations Details link.

e Change the Effective Date to be the same as the Effective Date on the Organization Table page. In this case, it
should be changed to 01/01/1990.

e Enter the Description and the Short Desc
e From the Country drop-down box, select the appropriate country

Favorites | Main Menu > Campus Community > Organization » Create/Maintain COrganizations » Organization Table

Location Summary Location Detail

OrgID: 0500520 Florence Campus - Fairfisid Un HEe@
Primary Location:

Location History

Effective 01/01/1880 [ Status:  Active +[=
*[e: ion: |Flo|e|>ce ‘Campus - Fairfiekd Un
Short Dese: Florence C

/ Country: HE Itahy

Address:

Edit Address

Electronic Addreszes

Email 1D: |
URL Address: |

EDI Address:

Location Phones

“Phons Typs Preftx [Phons . -'
= | 0o ®E

Last Update Date/Time: 112572012 4:09:44PM by: CPIKEDT

OK | Gancel | Apply | ) Refresn

Location Summary | Location Datail

e Click OK.
0 The following message may appear: Warning -- At least one address is required when adding a new
organization. (14200,14). Simply click OK. This is because only the Country is required. If the

Country is on the page, you are not required to enter the full address or contact information. Those
are optional.

e You are returned to the Organization Table page. Click Save.
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Wesleyan University SFIS/HRMS

Office: Office of International Studies PeopleSoft v, 9.0

4. Adding or editing Affiliations page
a. The Affiliations page contains required information for NRS organizations as well the new elective Full-
year designation (Group Type = OIT and Group Code = FYM or FYO).
b. QUERY: This query displays all the Affiliations Details fields, required as well as elective:
WOIS_EXT_ORG_AFFILIATIONS
c. The details regarding these codes are shown here:

GTr;)puep Gr&?p Eff Date | Status Descr SDZCS)rCt
FY
OoIT FYO 1/1/1900 | A Full-year optional | Option
Full-year FY
oIT FYM 1/1/1900 | A mandatory Mandtry

i. There are some active organizations that do not have any of the required information (i.e.
Affiliation Details). These should be reviewed and updated as needed

ii. Any organizations that should have the Group Code/Group Type designating Full-year needs to
be updated.

4.b.i. Adding required Affiliation Details information

e Open the Organization Affiliation page : (Campus Community > Organization > Create/Maintain
Organizations > Organization Affiliation) for the desired organization

e Complete the fields on this page as follows (some may already be populated):

0 Academic Institution: Wesleyan University

o GPA Type: 100P

o Grading Scheme: UGD

o Grading Basis: TRN

0 Level of Detail: Detail

o Details to Print:  External Courses (This means that the course number and title that will print on

the transcript is the external course title, not the internal equivalent course.)
0 Check Include Transfer Credit in GPA: This box must be checked.
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Wesleyan University SFIS/HRMS

Office: Office of International Studies

PeopleSoft v, 9.0

Favorites | Main Merw > Campus Community » Organization » Create/Maintain Organizations » Organization Affiliation

Organization Affiliation
Org ID: 53578

Affiliation Details

Affiliation with Institution FI=

*Academic Institution:  Wesleyan University <
*GPA Type: [100P [Q] 100 Foint Scalke

*Grading Scheme: [UBD[A  Undergraduste Grading Scheme
*Grading Basis: [TRNJZ Transfer Grading Basis

SIT: Wistnam Culture & Develo ME@

*|_evel of Detail: Detsil -

Details to Print:

Transfer Credit Transcript Print

Externsl Courses

Include Transfer Credit in GPA

-

Organization Groups

“Group Code

Persoraitze | Find | £ | B8

B sam | Ll Fotum o Seanch | =7 nomy |

e Save the page.

4.b.11 Adding elective Affiliation page information
(full year under Organization Groups)

e Open the Organization Affiliation page :

(Campus Community > Organization > Create/Maintain

Organizations > Organization Affiliation) for the desired organization
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Wesleyan University SFIS/HRMS

Office: Office of International Studies PeopleSoft v, 9.0

Favorites | Main Menu » Campus Commumity > Organizstion » Create/Maintain Organizations > Onganization Affiliation

Organization Affiliation
OrgID: 500031 Internstional Christisn Univer HMH®

Affiliation Details

Affiliation with Institution 1=

*hcademic Institution:  Wesleyan University =
*GFA Type: [100F [Q] 100 Point Scake

*Grading Scheme: [UBD[Z  Undergraduste Grading Scheme
*Grading Basis: Iﬁﬁ Transfier Grading Basis

Transfer Credit Transcript Print

*| evel of Detail: _Detail - Include Transfer Credit in GPA

Details to Print: External Courses .

Personziize | Find | Il | First B 1 or1 B 2

Organization Groups

“Group Cods
< CI5-Time w  Fulkyssr mandstony

d SB.E| L4 Refum fo Search | =1l Nty |

e Under Organization Groups, Group Type, select OIS-Time.
e Under Organization Groups, Group Code, select the appropriate code; in this example it is Full-year

mandatory

e Click Save.
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