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Enrollment Verification Request Via Student Self-Service

Concept

Request Enrollment Verification allows you to enter the information you wish taifye print a
verification yourself, or submit it for processiby the Registrar's Office if something more
official is required. It is recommended that yoinpthe report to your browser until you are
comfortable with the output. Be sure to select@drass type to which report should be mailed
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Navigation

Personalize Content Lavout Wed, Apr16, 08 8:38 AN

MaineStreet Menu

[ Employee Self-Service

[> Student Self-Service

[ Enterprise Applications

I Training Tools & Materials
— Shopping Plaza

— My Personalizations

Student Message Center -]
In March or April (depending on your campus),
registration for Fall 2008 classes will be done in
MaineStreet, not in WebDSIS  Financial Aid

information will remain in WebDSIS until February 2009.
Student Survival Guide: What goes where, and when

Instructions for using MaineStreet to register for Fall
12008 classes are here:

Class Search

How to enroll for Fall 2008 classes using the Wish List.

How to use the UPK Player to get online help in
MaineStreet

Link to the UPK Player for online help in MaineStreet

Links to the above and much more MaineStreet how-to
linfo

Other useful links:
[WebDSIS

Blackboard

Add to My Links Sign out
My Links: | SelectOne: N

Homepage Help

Maine Street News -]

‘Welcome to the Maine Street UMS portal.

Information, tools, and resources specific to your role in the University of Maine System as a faculty member,
siaff member, student or applicant for admission.

News from MaineStreet, Mid-March 2008, Vol 3 Issue 3

Do you add or edit addresses in HRMS in Maine Street?

QAS, an address cleaning software, will be available in HRMS on Friday, March 28. If you need it, live HELP will
be available (click the Help button) on these pages.

Briefly, this software will help us to standardize our address formats, eliminate duplicates, and clean up our
databases. For more about the goals of this address cleaning project, see the December 2007 issue of News —
from MaineStreet.

To learn how to log in:

Applicants for admission
Current students

Eaculty and staff

To personalize the information you see here:
Quick Guide: Access and Customize Your MaineStreet Portal Page

To visit the MaineStreet General Information website:
M. Info v

Action

[ Student Self-Semvice]

From the MaineStreet portal, click tBeudent Self-Service link.
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Home Add to My Links Sign out

My Links: | Select One v

Wain Menu >

[~/ student Self-Service

Student Self-Service

[ Employee Self-Service
= Student Sel-Senvice
— Student Center
— User Guides & Demos
> Enterprise Applications

[ Training Tools & Materials
— Shopping Plaza

— My Personalizations

Student Center User Guides & Demos
Student Center with Gateiezper User Guides & Demos for Students

Main Content

Step | Action

2. Click the Student Centelink to open thesStudent Center.
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M

Procedure

Add to Favorites Sign out
(=13
|
Your Student Center =
_ SEARCH FOR CLASSES |
Enrollment Ei‘ﬁéi:‘--‘-ez @ URE G ke
AT 2000 Falt Schegwe |
Wk i 2008 Fall Schedule
Add = Class Class Schedule Room Mo Holds,
ot S HTY 211-0001 | MoWe 81454M - ;
o : = :
o i By LEC (22357) G Al Luther Bonney 403 To Do List
cademic History 0
s [ HTY 330-0001 | We 4:10PM - | Ee— Nolio B0 s:
=== 9 || Ec (20459) Gi40PM ey =
T T Enroilment Dates
; MoWe 11145AM - =
; s |MAT 120D-0004 |1:009M Luther Bonney 503 5
th d i 5 nrollment tmel
= @ Ed| e (22955) We 10:15AM - Bayson Smith 41 B i Appron ”!'t
biée ol You may begin =nrolling
| for the 2008 Fall Regular
o THE 170F-0011 Mo 4:10PM - Academic session on April
5
R LEC (24985) 5:40PM Mastecion 305 15, 2008.
weikly schadule b
details [
z P m Advisor
Demoaraphic Data Contact Information i
ﬁ""&m Your Home Address Your Msiling Address Chestine Holdsry =
ames
123 Street Address 123 Street Address details b
Bangor, ME 04401~ Bangor, ME 04401~
th . Tl 2592 2592 =
other persona ® Penobscot Benobscot T UMS Web Links
¥our Home Bhone Your UMS emsil address
PR R WebDSIS
TounATE @ University of Maine System
Apply for Admission
Application Status @ You do not have any pending
applications at this time.
|
& i >

3. In the Academics section of youStudent Center, click on the drop-down arrow in
theother academic field.

I other academic... VI
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# MaineStreet

Add to Favorites

v
-~
Your Student Center —
SEARCH FOR CLASSES
B uw [ soonroncusses |
Enrollment
T — =
Wish List 2008 Fall Schedule Holds
Add & Class Schedule Room
Drop = Class 2 HTY 311-0001  MoWe 8145AM -
[ LEC (22767) Toh00AM Luther Bonney 403 [ el ol b
Academic History [MoTope's. |
Grad 5 |HTY 330-0001 | Ws 4:10PM - lo To
fac=s © e (30459) 6:40PM Bailey 218 =
Enroliment Dates
MoWe 11:45AM - E
th d . W 33, MAT 120D-0004 1:00PM Luther Bonney 503 "
other scecemic ® Ea LEC (22955) We 10:15AM - Payson Smith 41 E"m.m"tm"m"tmﬁ"t
TiisAm You may begin enrolling
Assignments ' for the 2008 Fall Regular
Edit a Class 5o |THE 170F-0011 | Mo 4:10PM - Academic session on April
Errolimant varification bb [E5 Cetemy Eobn Viesterton 303 13, 2008
Exam Schedule
Svap Classes weekly schedule b
Transfar Credit Report details b
Unofficial Transcript
other academic...
¥ Personal Information ~ Advisor
Demoaraphic Data Contact Information FrogpEm A=
. Christine Hold
gency "
smetaency Contact Your Home Address Your Msiling Address ristine Holasn L
123 Straet Addrass 123 Strest Addrass datails
Bangor, ME 04401~ Bangor, ME 04401-
- 2582 2582 = X
other parzanal (] - = Ul Web Links
Your Home Phone Your UMS email sddress
None wour.name @maine adu e oFi M e St
Apoly for Admission
Asolication Status (@) You do not have any pending
applications at this time.
|
< il I 3

Action

Click onEnrollment Verification to select it.

Enrollm
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# MaineStreet

Your Student Center

Add to Favorites

k3

Enrollment

My Class Schedule
Wish List

Add = Class

Drop a Class

HTY 311-0001
LEC (22367)
HTY 330-0001
LEC (30459)

Academic History
Grades

Enrollment Verificatfid MAT 120D-0004
LEC (22955)
THE 170F-0011
LEC (24985)

¥ Personal Information

Demographic Data Contact Information

Emergency Contact

Your Home Address
Names

Gradebook

Schedule Room

MoWe 8:45AM -

Toh00AM Luther Bonney 403
We 4:10PM -

oo Bailey 218

MoWe 11:45AM -

1:00PM Luther Bonney 503
We 10:15AM - Payson Smith 41
11:15AM

Yo girnem - Masterton 305

weekly schedule b

Your Mailing Address

123 Street Address
Banger, ME 04401-

[t semora [0 25

Penchscot
Your Home Bhone

123 Street Address

Bangor, ME 04401~
2592

Penohscot

Your UMS email address

Hone

Apply

your.name @maine edu

for Admission
Application Status

(@) You do not have any pending
applications at this time.

SEARCH FOR CLASSES

~ Holds

No Holds.

~ To Do List
7 Enroliment Dates

Enrollment Appointment
You may begin enrolling
for the 2008 Fall Regular
Academic session on April
15, 2008.

datails b

T Advisor
Program Advisor

Christine Holden

datails b

UMS Web Links

bl
University of Maine System

3

Action

Click theGo button.
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# MaineStreet
ome Add to Favorites

=
New Window | Help | Customize page | B, &

Student Name gote 4@

Request Enrollment Verification

Select Processing Options
——  ———

@l A1ov: to Print from My Brove=r

S v
Include My Program and Plan

Include My Earned Degrees
[ tnclude My Term and cum cpA

T e e e =

To enter additional addresses to this request, click Add. To review other

=ddresses in this request, use the navigation links.

Enter Recipient Address Information
ADD DELETE
[Jsend To My Address
Send to

Country: United States

G Edit Address

SuBMIT
Errm—c)

Step | Action

6. On theRequest Enrollment Verification page, click on the first drop-down arrow i
the Select Processing Options section.

Allow to Print from My Browser
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A

# MaineStreet

Student Name

Request Enrollment Verification

Select Processing Options

Allovs to Print from My Brovasr

Allow to Print from My Brovser
titution to Mail

Include My Program and Plan
Include My Earned Degrees
[ tnclude My Term and cum cpA

T e e e =

To enter additional addresses to this request, click Add. To review other

=ddresses in this request, use the navigation links.

Enter Recipient Address Information
ADD DELETE

[Jsend To My Address

Send to

Country: United States

G Edit Address

SUBMIT

ETem—c)

Add to Favorites

=
New Window | Help | Customize page | B, &

Step

Action

[&llow ta Print from My Browser |

Click on the desired processing option to select it

For this example, click oAllow to Print from My Browser to select that option.
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# MaineStreet

Add to Favorites

=
New Window | Help | Customize page | B, &

Student Name T — )
Request Enrollment Verification

elect Processing Options

Include My Program and Plan
Include My Earned Degrees

[ tnclude My Term and cum cpA

T e e e =

To enter additional addresses to this request, dick Add. To raview other
=ddresses in this request, use the navigation links.

Enter Recipient Address Information

ADD DELETE
[Jsend To My Address
Send to

Country: United States

G Edit Address

SUBMIT

Erem—c)

Step | Action

Click on theAcademic I nstitution drop-down arrow.
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A

# MaineStreet

Student Name
Request Enrollment Verification

Select Processing Options

[Allow to print from My Broveer %]

demic Insti 3
Univers\i of Southern Maine
Include My Progra
Include My Earned Degrees
[ tnclude My Term and cum cpA

T e e e =

To enter additional addresses to this request, click Add. To review other

=ddresses in this request, use the navigation links.

Enter Recipient Address Information
ADD DELETE

[Jsend To My Address

Send to

Country: United States

G Edit Address

SUBMIT

ETTm—c)

Add to Favorites

=
New Window | Help | Customize page | B, &

Step

Action

Click on the institution you wish to process anadimient verification report for.
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# MaineStrcet

New Window | Help | Customize Paas | o, &

Student Name

Request Enrollment Verification

Select Processing Options

[Allow to print from My Broveer v

5

To &
=ddresses in this request, use the navigation links.

Enter Recipient Address Information
ADD DELETE

o this request, dick Add. To raview other

[Jsend To My Address

Send to

Country: United States

G Edit Address

SUBMIT
goto.. ) 1
Step | Action

10. | Next, you can choose to include any or all of teofving options in the report:
- Include My Program and Plan

- Include My Earned Degrees

- Include My Term and Cum GPA

11. | IntheSelect Desired term or leave blank for all terms field, click on the drop-down
arrow to lookup and select the term you wish taesf an enrollment verification fof
or leave the field blank to include all terms ydteaded the institution.

12. | In theEnter Recipient Address | nformation section, indicate if you want a copy of
the report mailed to you.

For this example, select tisend To My Address option.

| D Send To My Address|

13. | When you select th8end To My Address option, your name will automatically
appear in thé&end to field.

The Address Type field will also appear. Click on the drop-downawrto select the
appropriateAddress Type.
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# MaineStrcet

=)

New Window | Help | Customize Page | o,

Verify Address:
Country: United States Change Country
Address 1:
Address 2:
Address 3:

Postal: City: State: aine

County:

. Caricel QuickAddress

Override

Step Action

14. | TheQuickAddress Address Selection page opens. Th@uick Address (QAS) system
validates addresses against the latest U.S. Fosteilce address file. QAS also

automatically corrects misspellings, applies preselress standards and auto-fills
missing information (county, 4 digit code).

Verify that the address entered in MaineStreettferAddress Type you selected is

correct. (See UPK topic for editing addressesritarmation about how to edit an
address).

If the address is accurate, click tB& button. If you need to apply changes to the
address, click th®uickAddress button.
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‘# MaineStrcet

Add to Favorites

=
New Window | Help | Customize page | B, &

Student Name goto ... v[®

Request Enrollment Verification

Select Processing Options

[Allow to print from My Broveer v

S

Include My Program and Plan
Include My Earned Degrees
Include My Term and Cum GPA

Select desired term or leave blank for all terms | 2008 Fall -

To enter additional addresses to this request, click Add. To review other

addresses in this request, use the navigation links.
Enter Recipient Address Information

Send To My Address. Address Type
Send to [StutentMame
Country: United States
! 123 Street Address
Address: Bangor. ME 04401-2592 Edit Address
Panobscot

SuBMIT
ETrm—c)

Step | Action

15. | To request that the enrollment verification refmtsent to an additional recipient,
click the ADD button in theEnter Recipient Address I nformation section.

16. | Enter the name of the additional recipient in$eed to field.

17. | To enter the address for this recipient, click Huit Address link.
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# MaineStrcet

=)

New Window | Help | Customize Page | o,

QuickAddress Address Selection
Address Line 1

Address Line 2

[

|
Address Line 3 |
city [
|

[

[

State

Postal Code

County

Search Cancel
powered by
Quick Address

Step Action

18. | TheQuickAddress Address Selection page opens.

The Quick Address (QAS) system validates addresses against the lat8sPostal
Service address file. QAS also automatically casreusspellings, applies preset
address standards and auto-fills missing informatimunty, 4 digit code).

Enter the street address in thddress Line 1 field.

19. | With the QuickAddress Selection system, besidestheet Address, you only need
enter thePostal Code. After you enter th€ostal Code, QAS will automatically enter
the City, State andCounty for you.

20. | When finished entering the address, click@€button.

OKl

to
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# MaineStreet
Add to Favorites
3
Select desired term or leave blank for all terms  [2UU8Fall ™) ~
To enter additional addresses to this request, dick Add. To review other
addresses in this request, use the navigation links.
Enter Recipient Address Information
ADD DELETE
Send To My Address Address Type
Send to  [Sludent Name
Country: United States
. 123 Strest Address
st * Bangor, ME 04401-2592 Edit Address
Benobscot
ADD DELETE
[ send To My Address
Send to |Insurance Company
Country: United States
111 Insurance Strest
Address:
Edit Add
Bangor, ME 04401 Bl
sota ... > L
v

Step | Action

21. | When you are finished adding recipient addressdsni your request by clicking th
Submit button.

SUBMIT

1%

22. | To return to thestudent Center, click on the drop-down arrow in thye to field.
I go to .. VI
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# MaineStreet

Student Name
WMy Class Schedule
Student Center

Request Enrollment Verification Stug

Select Processing Options

[Allow to print from My Broveer %]

JE— University of Southern Main: ¥

Include My Program and Plan
Include My Earned Degrees
Include My Term and Cum GPA

Select desired term or leave blank for all terms | 2008 Fall -

To enter additional addresses to this request, click Add. To review other

=ddresses in this request, use the navigation links.

Enter Recipient Address Information

ADD DELETE

Send To My Address Address Type
Send to [Student Mame

Country: United States
. 123 Strest Address
L . Bangor, ME 04401-2592 Edit Address

Penobscot

goto ... ~M®

ADD DELETE

[ send To My Address

Sendto |Insurance Company

Add to Favorites Sign out

=
New Window | Help | Customize page | B, &

Step

Action

23.

Click on Student Center to select it.

|Student Center |
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# MaineStreet

Add to Favorites Sign out

=
New Window | Help | Customize page | B, &

Student Name v|®

Request Enrollment Verification

Select Processing Options

[Allow to print from My Broveer v
F— University of Southern Maini ¥

Include My Program and Plan
Include My Earned Degrees
Include My Term and Cum GPA

Select desired term or leave blank for all terms | 2008 Fall -

To enter additional addresses to this request, dick Add. To raview other
=ddresses in this request, use the navigation links.

Enter Recipient Address Information

ADD DELETE

Send To My Address Address Type
Send to Btudent Name

Country: United States
: 123 Strest Address
s Bangor, ME 04401-2392 e l |
Panobscot

ADD DELETE

[ send To My Address

Sendto |Insurance Company

Step | Action

24. | Click theGO! button.

25. | End of Procedure.
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