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Student PINs-021508

Concept

At some Institutions, students must have a special PIN validated before they are allowed to enroll
in classes through self service. Each Institution can choose to use the PIN process or not, and if it
is used, can select which programs or admit types of students are required to use PINS.

If PINS are used, student records staff determine which students are excluded from the PIN
requirement, and then run a batch job to generate the PINSs. This batch process must be run each
term. Each student who has not been excluded is assigned a randomly generated number - the
PIN. When a student sees his/her advisor, the advisor can either validate the PIN immediately, or
give the student the PIN to enter manually during self-service enrollment.

Policies and procedures around PINs vary among the UMS Institutions. At some Institutions, the
advisor and student may never need to view or enter the actual PIN; instead, the advisor validates
the PIN behind the scenes by approving the student's proposed schedule. At other Institutions, the
advisor may receive a list of PINs to hand out to his/her advisees, or may use an online tool to
display and validate each student's PIN.

In this topic we see how to approve an advisee's schedule (which at some Institutions will
validate the PIN invisibly), and also how to use the PIN tool to display and validate the PIN for a
student.
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Procedure

To view the online Process Document and Quick Guide for this procedure, click the icons below.

PD Please refer to: http://www.maine.edu/pdf/StudentPINs-021508 PD.pdf

QG Please refer to: http://www.maine.edu/pdf/StudentPINs-021508 QG.pdf

Step

Action

Navigate: Self Service > Advisement > View Advisees Information.

The View My Advisees page displays a list of advisees. For more information on this
page, see the topic and documentation for the Faculty Center.

Search:
[ My Favorites

> University of Maine Systems

|~ Self Senvice

[> Campus Personal
Information

7 Advisement

— View Advisees’
Information
— New/Drop-in Advisees
— Faculty Center
— Gradebook
- Class SearchiBrowse
Catalog
- Campus Community
[ Student Recruiting
[+ Student Admissions
[ Records and Enroliment
> Curriculum Management
[> Set Up SACR
— Return to Portal
— My Personalizations
— My Dictionary

Home Add to Favorites Sign out

ey prp—

View My Advisees

Help[7]

cator T} FERPA Restrictions

First [0 1 of 1 [F Last

**5tudent Details** |:|| @ |

NOTIFY ALL ADVISEES | NOTIFY SELECTED ADVISEES
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Action

3.

To approve an advisee's schedule, pull down the **Student Details** menu.
| **5tudent Details** Dl

Search:
[ My Favorites

> University of Maine Systems

|~ Self Senvice

> Campus Personal
Information

7 Advisement

— View Advi
Information
— New/Drop-in Advisees

— Faculty Center
— Gradebook
- Class SearchiBrowse
Catalog
- Campus Community
[ Student Recruiting
[+ Student Admissions
[ Records and Enroliment
> Curriculum Management
[> Set Up SACR
— Return to Portal
— My Personalizations
— My Dictionary

John Doe Advisor

Home Add to Favorites

( faculty center

ey prp—

View My Advisees

Help [7]

ctive Serice Indicstor 5 FERPA Restrictions

Find | View All

First [0 1 of 1 [F Last

Notify| 1D

Name

1| [ |s999900 Student, A

NEW DROF-IN ADVISEES

**5Studant Details==
Academic Information

NOTIFY | ¢

G
Faculty Center Advisement Class Search Faculty| o)

Emergency Contacts
Enroliment Appointments
rades

oposed Schedule
Telephone

To Do List

Transfer Cradit Report
Unofficial Transcript

**Student Details** |»

Y SELECTED ADVISEES

systems

Sign out

Step

Action

|2pprove Schedule |

Click the Approve Schedule list item.
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[ pena 2|
®

John Doe Advisor

(- My Favorites ( faculty center ](aﬂvnsemant}[c\ass searcﬂ
[ University of Maine Systems \
[ Self Senvice belelf
[ Campus Personal
Infun‘v"anon View My Advisees

— New/Drop-In Advisees

— Eaculty Center Sduisement
— Gradebook

K positive Service Indicator

Find | View All First 11 of 1 [P Last

— Class Search/Browse

Student, A

IAppmve Schedule

g ® |

Catalog
> Campus Community
[ Student Recruiting
[ Student Admissions
[ Records and Enroliment

NEW DROF-IN ADVISEES |

NOTIFY ALL ADVISEES | NOTIFY SELECTED ADVISEES

(> Curriculum Management
[ SetUp SACR
— Return to Portal

Esculty Center Advisement Class Search Faculty Search Learming Management Systsms

— My Personalizations
— My Dictionary

Step | Action

Click the Go button.
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Home: Add to Favorites Sign out

Search:
A Student

(- My Favorites Helg[7]
[ University of Maine Systems
[~ Self Service
[» Campus Personal
Information Select Term

= Advisement
= View Advisees'
Information
— New/Drop-In Advisees

— Eaculty Center
~ Gradebook | 2008 Spring Undergraduste

Advisee Class Schedule

Term Career

— Class Search/Browse
Catalog
> Campus Community

[ Student Recruiting

- Student Admissions RETURN TO PREVIOUS PAGEl CONTINUE

[ Records and Enroliment
(> Curriculum Management
[ SetUp SACR

— Return to Portal

— My Personalizations

— My Dictionary

O |2008 Fall Undergraduate

Step | Action

6. Select the correct term by clicking the radio button.

[©]

7. Click the Continue button.

CONTINUE

8. To approve the student's proposed schedule, click the Approve Schedule button.

Approval can also be done on the Proposed Schedule page in the **Student
Details** menu.

9. For certain UMS Institutions, approving the schedule validates the student's PIN. The
student can enroll without having to enter a PIN, and the advisor doesn't need to view
the PIN or explicitly validate it.

For those Institutions, there is nothing more that needs to be done with a PIN for this
student for this term.

At other Institutions, however, the advisor may need to use a special PIN tool.
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Search:

[ My Favorites
> University of Maine Systems
I Soni

— View Advisees’
Information

[- Campus Personal
Information
< Advisement

— New/Drop-In Advisees
— Faculty Center
— Gradebook
— Class Search/Browse
Catalog
[> Campus Community
[» Student Recruiting
[> Student Admissions
[» Records and Enroliment
[> Curriculum Management
[> Set Up SACR
— Return to Portal
— My Personalizations
— My Dictionary

Home: Add to Favorites Sign out
Help

Step

Action

10.

To navigate to the Enrollment PIN tool, click the University of Maine Systems link.
|> University of Maine Systems |
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Home: Add to Favorites

Search:

ﬁ University of Maine Systems

[ My Favorites 5 .
This structure holds all customized University of Maine objects.

~ University of Maine Systems

[» Records and Enroliment
— Duplicate Emplid Tracking

[- Self Service

> Campus Community

[ Student Recruiting

[ Student Admissions

[ Records and Enroliment

> Curriculum Management

[ SetUp SACR

— Return to Portal

— My Personalizations

— My Dictionary

Eﬁ' Duplicate Emplid Tracki ﬁ Records and Enrollment
Duplicate Emplid Tracking System

= Enroliment Pin

Step | Action

11. Click the Records and Enrollment link.

12. Click the Enrollment Pin link.

ETSTY OT anTE Sy S1ETTTS
xcords and Enrollment
Enrollment Fin

E" Enrollment Pin
Thiz will dizplay and a
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Search:

®
[ My Favorites
<~ University of Maine Systems
~ Records and Enroliment
— Duplicate Emplid Tracking
[ Self Senvice

- Campus Community

[ Student Recruiting EmpliD:

[- Student Admissions .

[+ Records and Enroliment Term:

> Curriculum Management

[> Set Up SACR Search |

Enroliment Pin Validation
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a New Value
Academic Institution: begins with D QQ

Clear | Basic Search (Bl Save Search Criteria

Home: Add to Favorites Sign out

New Window | Help | B,

begins with D Q
begins with D Q

— Return to Portal
— My Personalizations
— My Dictionary

Find an Existing Value | Add 3 New Value

Step | Action

13. | On the Enrollment Pin Validation page, enter the Institution, the student's ID and

the Term, and click Search to find the student's PIN.
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Search:

[ My Favorites
<~ University of Maine Systems
<~ Records and Enroliment

— Duplicate Emplid Tracking
[ Self Senvice
- Campus Community
[ Student Recruiting
[- Student Admissions
[+ Records and Enroliment
> Curriculum Management
[> Set Up SACR
— Return to Portal
— My Personalizations
— My Dictionary

Add to Favorites Sign out

New Window | Help | B,

Enroliment Pin Validation
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a New Value
Academic Institution: begins with D UMS05 QQ

EmpliD: begins with [£]9999g00 Q
Term: begins with [ [pe10 Q
Search | Clear | Basic Search B Save Search Criteria

Find an Existing Value | Add 3 New Value

Step

Action

14.

Click the Search button.
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Home: Add to Favorites Sign out
[ Mew Window | Help | C Page | &

[ My Favorites
<~ University of Maine Systems
~ Records and Enroliment

— Duplicate Emplid Tracking
[ Self Senvice
- Campus Community
[ Student Recruiting
[- Student Admissions
[+ Records and Enroliment
> Curriculum Management
[> Set Up SACR
— Return to Portal
— My Personalizations
— My Dictionary

ENROLLMENT PIN VALIDATION

Institution UMS05 University of Maine
EmpliD 9999900 A Student
Term 0910

Pin Enroliment Validation

PIN Number 11078

[validated Date Data Validated

Validated By:
& save | \Retum to Search i Add

Step | Action

15. | The PIN is displayed. The Calculate Pin button will generate a new PIN for this
student, in case one has not been created already.

The advisor can either validate this PIN on this page, or can give the PIN to the
student to enter during self service enroliment.

To validate the PIN, click the Validated checkbox.

16. Click the Save button.

17. End of Procedure.
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