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Disclaimer

Written by MAXIMUS-ERP Solutions Group, May 2004.

This training manual is considered to be proprietary and confidential and may not be

reproduced for any reason other than stated below without prior written consent of
MAXIMUS-ERP Solutions Group.

Exclusion

This training manual has been prepared exclusively for the State of North Dakota PeopleSoft Project.
Information contained within this document may be used by the State of North Dakota for the sole
purpose of personnel training. Additional manuals may be reproduced and edited as needed for training.
All other uses are prohibited without prior written consent from MAXIMUS-ERP Solutions Group.

Copyright © 2004 MAXIMUS-ERP Solutions Group, Inc. All Rights Reserved.
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CREATE COMMENTS

OVERVIEW

OBJECTIVES

To attach comments to records, you must first create
comment categories and associate them with 3C groups to
define who, at your institution, has the security access to
write, review, or change comments.

Before defining comment categories and associating them
with 3C groups, you must understand and set up
administrative codes, 3C group security, and have assigned
individuals to specific 3C groups. You should also be familiar
with the 3C engine.

You can enter and track comments about individuals and
organizations. You can review all comments about an
individual or organization or all comments entered by a
specific individual. Because personal comments are
subjective and often confidential, carefully analyze your
institution’s needs and requirements for entering and
tracking comments.

Users must be familiar with maintaining a student’s record
and how comments are added/maintained.

With the appropriate security access, you can click the
Create Comments button while on a page in a functional
area about that individual or organization to attach or review
comments to an individual’'s or an organization’s record.

After completing this section, you will be able to:
1. Add comments to student records

2. Review or change variable data
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CREATE COMMENTS BUSINESS PROCESS FLoOwW

This business process creates comments on a Student/Employee Record.

ammunciatio

Navigation:: Build
Community,
Comments, Use, Enter line

Personal Yes ltem data
Comments,
Comment Entry

Enter line
Item data in
Save. >
comment

data section

Review
Comment/
Edit

Print document as
needed.

Terminate.
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WALKTHROUGH — COMMENT ENTRY

1. Navigation: Build Community > Comments > Use > Personal Comments

> Comment Entry

Personal Comments

Find an Existing Value

ID: Y
Sequence Mumber: I—
Administrative Functinn:l—ﬂ
Comment Category; I—g
Academic Institution: |_g

[ &

Comment Date:

Mational ID: |

Campus 1D

|
Last Mame: |
First Mame: |

™ Case Sensitive
| Search | | Clear | Basic Search

Add g Mew Walue

2. Find an Existing Value

a. Enter the values by which you would like to search. ID, Last Name,

First Name, or National ID (SSN).

b. Click Search. A list of values that meet your search criteria will be

displayed.

c. Click on the student you wish to update.
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d. The Personal Comment Entry page is displayed.

Personal Comment Entry
ID: 0050047
Comment DateTime: 082572004 10:30:21AM
*Administrative Function: | 4
*Academic Institution: | j
*Comment Category: I—g Wariahle Diata
*Comment ID: | Ql
Department; I QJ
Comment Date: IDSIESIEDM
Comments | ;I
Append Comments: I il
B save Ek2dd | | Z] UpdatesDisplay

CREATE COMMENTS

1. Administration Function: The code for the administrative area with
which this comment is associated

2. Academic Institution: The academic institution with which this comment
is associated

3. Comment Category: The business need with which the comment is
associated

4. Variable Data: Click WI to access the Variable Data page
where you can view or enter the variable data associated with the
specified administrative function. If you transferred to this page directly
from a functional area, the variable data automatically transferred from
there.

5. If no variable data is required or allowed for the administrative function,
the Variable Data button is unavailable and no data transferred in from the
functional area.

6. Different fields and data appear on this page, based on the individual and
the Administrative Function selected on the Personal Comment Entry
page. Some examples of fields are Add Career or Add Application
Number

7. Click SAVE to commit your changes to the database.
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8. Comment Data
a. Comment ID: The ID of the person entering the comment.
b. Department: The department of the person entering the comment.

c. Comment Date: The date when the comment is entered. The
default date is the system’s current date. You can override this
date.

d. Comments: The system displays the default comment, if any, from
the Comment Categories page. If the default comment is set to
Allow Changes, this field is editable.

e. Append Comments: If the default comment is set to Append, this
field is available. When the page is saved, comments entered in
this field are appended to the end of the default comments.

9. Click SAVE to commit your changes to the database.
REVIEW COMMENTS
Use the Comment Summary page to review comments for an individual.

1. Navigation: Build Community, Comments, Inquire, Personal Comment
Summary, Comment Summary

Personal Comment Summary

Find an Existing Value

ID: [
Acadernic Institutinn:l—ﬂ
|
|
|
|
|

Academic Career:

Campus 1D

Mational 1D:

Last Mame:

First Mame:

[T Case Sensitive
| Search | | Clear | Basic Search

2. Find an Existing Value

a. Enter the values by which you would like to search. ID, Last Name,
First Name, or National ID (SSN).
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b. Click Search. A list of values that meet your search criteria will be
displayed.

Click on the student you wish to update.
d. The Comment Summary page is displayed.
‘{/WSummary\l Operator 3C Groups Surmrmary

ID: 0407908

[Selection Criteria

Function: B
I Q] wvariable Data

Categony: Comment ID:

T E— [Seaien]

Search Results

Comment Category Comment 1D =K

Category Description Function DateTime Sequence
Edit Wiew

& save Q) Return ta Search) 4E Hextin List)
Comment Summary | COperator 3C Groups Surmmary

3. Selection Criteria

a. Function: Select the code for the administrative area with which
the comment is associated

b. Category: Select the code for the category with which the
comment is associated

c. Comment ID: Select the name of the person who created the
comments.

4. Click [ Search | ¢ you click search without enter the previous values, the
system searches for all comments for the individual and displays the
results at the bottom of the page. You can enter values or any
combination of values to limit the search.

5. Search Results
a. Edit and/or view each comment.

6. Click SAVE to commit your changes to the database.
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