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What is Colleague?

Colleague is the software used by entities within the State Center Community College District to
manage and maintain data in support of academic and business practices. Users of Colleague include
Admissions & Records, Financial Aid, Student Life, Business Office, Human Resources, Payroll,
Information Systems, and Purchasing. Information in Colleague is maintained through the use of the
Colleague User Interface and is entered in real-time. This ensures that anyone accessing Colleague is
presented with the most recent data. The information in Colleague is shared through WebAdvisor, Self-
Service, Ellucian Mobile, and other applications needing access to real-time institutional information.

Accessing the Colleague User Interface (UI)

@ COLLEAGUE

SCCCD - SQL_Prod

User name
! |

User Password

The Colleague User Interface is accessed through the App within the SCCCD portal. The current
version of the Colleague User Interface (Ul) at SCCCD is 5.24. Since it is written in industry standard
HTMLS5, Colleague can be accessed by modern browsers including Google Chrome, Mozilla Firefox,
Safari, Internet Explorer, and Microsoft Edge. You must be on the SCCCD network to access Colleague.
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Navigating the Colleague Ul

The Colleague user interface contains four main areas you will interact with: the Search Area,
the Context Area, the Form Area, and the Help Menu.

Search Area

@ COLLEAGUE UI ol i} |search for a Form b a Navigate ellucian

&
@ No Active Context. Search for People or open Favorites to get started Z
s Context Area

Help Menu

Form Area

The Search Area is where you will find people or forms to lookup information.
The Context Area is where the person record you are working with is held.
The Form Area is where you will interact with information for the person in the context record.

The Help Menu is where you will find resources to help you understand and interact with the
Colleague system.
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The Context Area

The Context Area is where Person information is displayed. It is populated by using Person
Search or as part of loading a Colleague form. One or more Person records can be held in context if you
need to access multiple forms for a group of person records. Think of the Context Area like a deck of
cards. Every record you put in the Context Area can be accessed one at a time. As records are added
they are put at the end of the Context Area.

: :

P Ellucian Ellucian - 0883771 X

@ Birth Date: 01/01/1970 Entry Date: 02/05/2013 Where Used: STA %
Emp Position:

v E-Mail:

Pin: Click this to indicate whether or not to keep the context card when saving or canceling
out of a form. The color of the pin and context card will change color to indicate the context
card has been pinned in the context area. It can be helpful to pin a record in context if you need
to access several forms for the same record like when onboarding an employee or when
awarding financial aid to or registering a student.

®

Help: Access the help menu specific to the context area.

~_ View All Cards: View all the select cards held in context area. You may switch the active
card, favorite or remove a card or cards, or open a specific card.

Close Card: Close the current card in context or all cards in context area.

w Add to Favorites: Add the active card or all cards held in context area to your ‘Favorite
People’

< > Previous/Next Card: Cycle through all the cards held in the context area.
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The Search Area

The Search Area in Colleague is used for both Person Search and Form Search. Whenever you
need to look something up on Colleague you will start at the Search Area.

Using Person Search

Bearch for a Person.. v

To find a person record in Colleague you can enter the ID number, SSN or name in the Person

Search area and then hit ‘Enter’ or click the magnifying glass icon. When searching by ID number it is not
necessary to include the leading zeroes. You can also use the drop-down arrow to the right of the
Person Search area to pull up a list of recent searches.

Person Name Search - When searching by name you have several lookup options:
Lastname
Firstname Lastname
Lastname, Firstname
Fi La (partial first partial last)
La, Fi (partial last, partial first) *this is the recommended search option

Avoiding Duplicates - It is important to do a thorough search of the Colleague system before
creating a new person record in order to avoid creating a duplicate record. If a duplicate
record is created and mistakenly used for registration, payroll, or financial aid
transmittal it can take a long time to clean up and transfer the information to the
correct record in Colleague.

There are a few other ways to search Colleague using additional search fields that will help you

narrow down your search and ensure that you find the person record you are looking for including
Advanced Person Search, Soundex Search, Alternate Field Search, and Combination Field Search.

Advanced Person Search

[Search for a Person.. v

An Advanced Person Search is performed by clicking the ‘Advanced’ button to the right of the

Person Search area. With the Advanced Person Search feature, you can search for a person record in
the system using many alternate search fields.
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Advanced Person Search @ X

Name Shared List Name
= 8 :
Source Class
| ----- ‘ |: 58 |
Address City
| ddress ‘ |C ity |
State Zip
|-E'.5'e ‘ |Z D |
Country SSN
|'.:_.".'_ ‘ |E-E' |
Status Alien 1D
|'E:5 us ‘ |— enlD |
Alternate ID
|l ternate ID ‘
Search
Soundex Search

A Soundex Search uses words that ‘sound like’ other words. If you're not sure if the person you
want to find is called John, Jon, or, Jonathan you may want to use a Soundex Search to locate the
person’s record. You can perform a Soundex Search by using the ‘/’ character.

For example, searching Colleague for / jon will yield results for Jon, Jonathan, John, Johnathan,
and even Juan.

-“'L'Cllﬂ Qw |E| Advanced |

Using a Soundex Search will usually yield many results and take extra time to return those

results but it can be helpful if you are trying to locate a person record in the system and aren’t sure of
the proper spelling of the person’s name.

Alternate Field Search

You will notice that ‘Birth Date’ is not a searchable field on the Advanced Person Search form,
but you can look up a person record in Colleague using only a birth date. To do this you will need to
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know the database field name. The birth date in Colleague is stored in the ‘BIRTH.DATE’ field in the
PERSON table. (More on how to find this information in the Help menu section).

To search Colleague for person records with a birth date of ‘12/07/1941’ (a day that will live in
infamy) you would use this search string, prefixed with a semi-colon:

;birth.date = “12/07/1941’

-birth.date ="12/07/1941"

This will work for a 2-digit or 4-digit year.

Combination Field Search
If you know a few pieces of information about a person you can combine them into the same
search to narrow down your search results. Each search term will need to be prefixed with a semi-colon
and separated with a space:
;birth.date ='01/01/70' ;last.name = 'Ellucian’

A Soundex Search can be combined with an Alternate Field Search:

;birth.date ='01/01/70' ;/ Ellucian

Search Results

SEARCH RESULTS FOR :

PERSON E i3] Form-less Person Search ¥ | Input D‘ @ X

;birth.date = "01/01/70° ;/ Ellucian

4 Ellucian Ellucian DOB: 01/01/1970
Y 1D: 0883771 Where Used: STA
E-Mail: Emp Position
1-10f1 @ 0 0 Selected Select Al

The result of the search is displayed in the Search Results panel in either a Card View or Grid
View. The search results can be selected individually, all together, or a few at a time. You can also Export
the search results to Microsoft Excel.
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To page through the Search Results, use the navigation icons at the bottom of the Search
Results area:

Go to beginning/prior page Go to end/next page

@ The search results can be exported to Microsoft Excel by clicking the Excel icon at the
bottom of the Search Results area.

Person Search History

Every person you search for will be kept in your Person Search History. To access your form
search history, click the down arrow to the right of the Person Search area.

[Search for a Person.. v

On the Person Search History you can choose ‘Clear All’ to remove all forms or just clear individual
forms by clicking the ‘X’ next to the form mnemaonic.

PERSON SEARCH HISTORY Clear All @ X
X /jon ¥ birth.date ="01/01/70" ;/ Ellucian
X birth.date ='01/01/70" ;last.name = 'El... X birth.date = "12/07/1941'

Clicking the large ‘X’ at the top right corner will close the Person Search History.
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Card View

In Card View you can view the search results in a format that shows each person’s context card
information.

SEARCH RESULTS FOR :

PERSON E B |Form-less Person Search v| Input Dm @ X

;birth.date = "12/07/41°

] | B S N W - DOB: 12/07/1941
m m NN B E [ Where Used: ACA,PER
] Emp Position:
» u H EE L HEEE DOB: 12/07/1941
| B ] [ =] Where Used: MAI,PER,STU,FIN APP
BN B EICEENEE CEEE B Emp Position:
5 ] ] e u DOB: 12/07/1941
C - Where Used: MAI,PER,STU,APP
BN EOEEN BN B Emp Position:
‘ [ B | | HE DOB: 12/07/1941
EEEE N BN Where Used: MAILSTU
EN N EEEEE B Emp Position:
5 mE N | DOB: 12/07/1941
| ] Where Used: PER
] Emp Position:
o ST BN BN E N DOB: 12/07/1941
(| [ B ] Where Used: STU
N EETEES N Emp Position:
; EEE B EEm N ] DOB: 12/07/1941
NN N BN Where Used: MAILSTU
] EENTEEE B Emp Position:
s || H E N D . DOB: 12/07/1941
an | = B Where Used: MAILSTU
BN IR N Emp Position:
Add K < 1-80f9 > ™ @ m 0selected | | Select Al

This view option will give you a smaller number of records per page and the results are not
sortable. Columns are not able to be reordered.
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Grid View

In Grid View the search results are displayed in a columnar view and can be sorted by any of the
fields listed in the search results by clicking on the up/down arrows to the right of the field name.

SEARCH RESULTS FOR :

PERSON = Form-less Person Search v | Input |:| @ X

birth.date = "12/07/41"

# Name C | Address Line < | DOB s | ID C | Address CSZ Z | Where Used % | E4

12/07/1941
12/07/1941
12/07/1941
12/07/1941
12/07/1941
12/07/1941
12/07/1941
12/07/1941
12/07/1941

=W M=

W o~

3

1-90f9 @ 0 Selected Select All

Grid View also offers the option of reordering the columns displayed on the search results page.
To do this, click on the column header and drag it to the left or right.

In both Card View and Grid View you can select one or many records. To select a record, just
click on it and it will become highlighted. Click the ‘Open’ button to open all of the selected records into
the Context Area.

If you let your mouse hover over the ‘Input’ area you will see this information with a few more
options for the Search Results:

Enter records to select in the following format: 1,2-4,7

Or enter a command:
FA - select all records
A - add a new record (if available on a form)
J X - jump to and focus on result number x
T x - toggle selection for result number x
§ - enter SorifSelect criteria (if applicable)
E - export results to Excel
? - re-show these search input options

Page 12|40



Using Form Search

fo M Q searchiforaFom. . v IEH Navigate

The Form Search in Colleague is similar to the Person Search. Just type the name or description
of the form into the search area to get a list of forms to access or type the form mnemonic to go directly
to the form. On the Form Search Results you can sort by Name, Mnemonic, and Application. The Form
Search Results area also allows you to skip through the results pages and export the results to Microsoft
Excel just like the Person Search Results.

FORM SEARCH RESULTS FOR: faculty Input :@ @ & X

- o | Suny Lrop macnusinos P o
10 BR Faculty Drop Date Xfr Process XFDR ST .
11 @ P Faculty Drop Roster Parameters XFDRP ST
12 ® P Faculty Drops Select Section XWCLS ST
13 B R Faculty ID Cards FAID ST
14 & M Faculty Information Defaults FIDE ST
15 BR Faculty Labels FCLB ST
16 F P Faculty Load Recalculation FLRC ST
17 & M Faculty Membership Detail FCMD ST
18 & M Faculty Memberships FMBS ST
19 BR Faculty Missing Contracts FMCR ST
20 & M Faculty Office Hours FAOH ST
21 LM Faculty Organization Asgmt XFAT ST
22 &M Faculty Organization Asgmt FADA ST
23 @& | Faculty Qual Cross-Ref List FQXI ST
24 & M Faculty Qualifications FQAL ST
25 & M Faculty Remarks FREM ST
26 @ | Faculty Schedule Inquiry FCsI ST
27 & M Faculty Section Assignment X8T2 ST
28 & M Faculty Section Assignment XST5 ST
23 @ | Faculty Workload FWKL ST
30 F P Faculty Workload FWLR ST
31 & M Former Faculty Advisees FASS ST
32 @ P Qualified Faculty Cross-Ref QFXR ST
33 & M Add Faculty Employee FACL HR
34 @ P Adjust Faculty Teaching Years AFTY HR
35 @ P Batch Import Faculty Time BIFT HR
36 B R Faculty Contract Extract XFCN HR
37 @ P Faculty Load Report RFAL HR

37 Results @ 0 Selected

Double-clicking on a form will load the form into the Form Area of Colleague.

Page 13|40



Navigating the Hierarchy

fo M Q searchiforaFom. . v IEH Navigate

Another way to access a form in Colleague is by Navigating the Hierarchy. You can view a list of
the forms you have access to by clicking the ‘Navigate’ button to the right of the search bar and
selecting the proper application.

BROWSE BY APPLICATION ~ UT HR  CORE  CF @ X

~ Academic Records - AC
~ Recruitment/Admissions Mgmt - AM
~ Accounts Receivable - AR
~ Communications Management - CC
~ Campus Organizations - CO
~ Cash Receipts - CR
~ Curriculum Management - CU
~ Degree Audit - DA
~ Person Demographics - DM
-~ Financial Aid - FA
~ FA Need Analysis - NAM
v FA Awarding - AWM
~ Loan Processing - LAP
~ FA Qutside Interfaces - OIM
~ COD Processing - COD
~» COD Reports - CODR
£&® Pell COD Inquiry - PCOD
¢ DL COD Inguiry - DCOD
& COD Document Information - CODD
¢ Grant Multi Reporiing Records - GMRR
& Pell Multi Reporting Records - PMRR
¢ COD Parameter Definition - CODP
& FA COD Identifier Change - FCDC
& COD Identifier Link to 1D - CIDL
& Reassign COD MPN - RMPN
& View COD Log File - VDLF
& Define DL Origination Parameters - DLOP -

Double-clicking on a form will load the form into the Form Area of Colleague.
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Form Search History

Like Person Search History, every form you access will be kept in your Form Search History. To
access your form search history, click the down arrow to the right of the Form Search area.

[search for a Form... v

On the Form Search History you have the same options available to you as the Person Search History.

The Form Area

Forms in Colleague allow you to interact with the database by entering or updating information
and generating reports. The form area displays the form you are currently working with. Colleague
forms have several different types of data fields including editable fields, inquiry fields, drop-down
fields, detail fields, blocked fields, and required fields. Some fields can even hold more than one piece
of information. These are called multi-valued fields, window group fields, or data tables.

NAE - Name and Address Entry v
Prefix || v Person ID  |0883771
Name LFM TEIIucian Ellucian
Suffix v Additional Info [x | [(3)
Address 1 Employment Info
CSZICnty D)
Res Cnty/State = [
Country [ Source 1 v
Phone/ExtType 1 w
Origin/Date -
ssv Sex Birth Date 01/01/1970
Ethnic(s) 1 ~ Adr Chg Src w
Race(s) 1 w Prior Address Change
Archived Ethnic = Source
Mail Codes 1 ~ | Date/By
E-Mail Address(es) Preferred
v
Pref Name | Ellucian Ellucian
Mail Name 1 Ellucian Ellucian
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Form Field Types

Editable fields have a white background and allow data to be entered or updated in the form.
CSZ/Cnty

Inquiry fields have a shaded background and display information that is not editable in the
form.
Person ID  |08823771

Drop-down fields (also known as validated fields) allow only specific information to be entered
into the field from a dropdown list.
Adr Chg Src w

Detail Fields allow you to drill in to get more information for the field by connecting to another
form.

If you detail into a field on a form, you will see the form name change to indicate that you have
moved to another form.

| BIO - Biographic Information 1y

Detailing on a comments field allows you to enter free-form text either by typing or pasting
information. You can even timestamp and download the comments to a text file.

STNC - Student Acad Cred Comments 1%
STUDENT ACAD CRED COMMENTS

@B K<l Joft >
Course BIOL-100
Save Cancel Timestamp Download 1 Find Next
Section
UM Mol ctlur Bloioey Student Acad Cred Comments

Subject  Biolozy

Academic Level Undergraduate
Course Level  First¥r
Credit Type  Institutional
Credits Attempted 3.00

Grade Scheme/Grade Undergraduate

Notes/Dates

Comments 1 | I
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Blocked fields are blacked out to prevent data from being displayed without appropriate access.

Required fields are surrounded by a red line.

TEIILu:ian |

A form cannot be saved in Colleague if any required fields are left blank.

Multi-valued fields have a number beside them. Clicking the number will allow you to Insert or
Delete a record form the list of values stored in the field.

Source 1 v

Clicking into a multi-valued field will bring up the navigation buttons for that field where you can
page through the field values or skip to the end or back to the beginning. It will also display the
number of data values in the field.

1 of 2 > M

Multi-valued fields are exportable to Microsoft Excel. If you click into a multi-valued field in a
form you will notice the field name appears at the top of the form and the Excel icon appears
near the top of the form to the left. Clicking this icon will allow you to export the field data if the
field contains data.

NAE - Name and Address Entry

[ 1 |of1 Address
Prefix ~
Mame LFM IEIIucian Ellucian
Suffix ~

Address 1

You will notice as you navigate through the forms in Colleague that certain field can exhibit
multiple properties. For example, you could have a field that is required, validated, and multi-valued.
Pay attention to the icons next to the field and the field shading and outline colors so you know how to
interact with the form field.

Depending on the type of field ion a form, you may see a calendar icon, calculator icon, or
lookup icon.
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The Calendar Icon allows you to use a popup calendar to pick a date to be entered into the form
field. Using this icon ensures that the date is entered into the field in the proper format.

The Calculator icon allows a calculation to be made if the field stores a number.

The Lookup icon indicates that the field allows you to search for a value to be entered using
ellipsis ‘... to look up information.

For example, if you wanted to search for all instances of ‘State Center’ the field allows you
would use the format: (dot)(dot)(dot) State Center (dot)(dot)(dot) i.e.  ...State Center...

Updating Form Data

After viewing or updating information within a Colleague form, you have several options to exit
the form:

Allows any changes to the current form data to be saved and exit the form.

Allows any changes to data on every form currently open to be saved and exit the form. If you
have used a form’s detail button to move from that form to another form, using ‘Save All’ will
save all the information in all the forms you have accessed in the form chain.

Allows any changes made on the current form to be canceled and exit the form.

Cancel All

Allows any changes done to every form currently open to be canceled and exit the form. If you
have used a form’s detail button to move from that form to another form, using ‘Cancel All’ will
cancel all the information in all the forms you have accesses in the form chain.
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Form Scaling

You can using the ‘Form Scaling’ feature to zoom in or out on a form:

The form scale you set will be saved for this form only. Each time you access the form in the
future it will zoom according to the saved value. All form scale values can be set or cleared using the
form scale options in the ‘Settings’ menu. (More on how to find this information in the Settings Menu
section).
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The @ Sign and @SELECT

Sometimes you need to access a person’s record in several different forms. For example, you
may visit the NAE screen to view a birth date and then the STAC screen to see a list of registered classes
and then the AIDE screen to see financial aid awards. Using the ‘Pin’ option in the person’s context card
will accomplish this by keeping the context card active while you navigate from form to form. You can
also use the @ sign to pull up the most recent ID in each form.

Person LooklUp

Ok Cance Finish Help

Colleague gives you the ability to use a saved list of person IDs to process through several
records on the same form. For example, you may want to pull up a list of 20 students and check their
restrictions. You can do this using the ‘@SELECT’ option. On the person lookup area of the form, type
‘@select’

Person LookUp

@selec]

Ok Cancel Finish Help

This option will load the ‘Primary Selection Criteria’ form where you can enter ‘Person Saved List
Creation’ criteria or a ‘Saved List Name’:

PERC » PSC - Primary Selection Criteria v Save Al Cancel Al

File Name  [FERSON |

Person Save List Creation [

Saved List Name | ELLUCIAN.TEMP
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After the saved list is loaded you will see a message with the number of records that were
selected:

2 Records Selected.

Now click ‘OK’ and then ‘Update’ to get you back to the form.

You can now use the ‘@@’ or ‘# option to proceed through the records in the saved lists,
loading one at a time into the form:

Person LookUp

@al

Ok Cance Finish Help

When you cancel or save out of the form your saved list of IDs is still loaded into memory so you
can navigate to another form and still use the ‘@@’ option to proceed through the IDs that are active in
memory. Once you have proceeded through all the IDs in the saved list you will see this message:

Your List has been exhausted. RETURN to continue

At this point you will have to load the saved list or another saved list to use the ‘@@’ option to
proceed through the IDs again.

If you have many records in your saved list and you are unable to make it all the way through
the list you can save your progress through the list by using the ‘@save’ option. This will let you save the
remainder of your saved list IDs that haven’t yet been processed so you can pick them up at a later time.

To use the ‘@save’ option just type ‘@save’ where you would normally enter ‘@@’ and the
system will prompt you for a new saved list name. You can use this saved list name the next time you
need to proceed with the list of records you are working with so you don’t have to start at the very
beginning of the list.
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The Help Menu

The Colleague Help menu contains resources to aid your day-to-day work. There is a list of
keyboard shortcuts to aid in data entry and navigation within the Ul. There are also links to the Ellucian
community forums, Documentation, and support resources where you can find help for a variety of
system processes.

@ COLLEAGUE UI Jel

HELP

General Help

Prc

Field Help

List Keyboard Shortcuts

Quick Tour

About

Privacy Policy

User Community Forums

Client Communities

Ellucian Documentation

Ellucian Support Resources

Note: The ‘Quick Tour’ is currently disabled.

In the Search Area section of this manual under Alternate Field Search birth date was used as a
search parameter. But how do you know what the field is called in the back-end database? The Field
Help gives us that information. Whenever you are in a form you can click on a field and choose Field
Help from the menu. A Colleague Help page will pop up in a new window to explain the field and how it
is used.
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The Settings Menu

The Settings Menu in Colleague gives you the ability to customize your user experience in the

system.
‘ Navigaie ‘ ellucian Log Out @3
Preferences
Favo
Reload Colleague Session
Refresh Browser 3ession
Clear All Form Scale Values
Preferences

The Preferences option will allow you to change the look of Colleague Ul.

Preferences

Personal appearance settings. Changes apply to your user only.

PRIMARY COLOR Restore Default Color

-l -l -0 -8 -0-0-0 -0 "

MISCELLANEQUS

Number of Search Results Per Page: Display Person Photos:
Card View | & v| GridView| 20 | ® Yes O No
Automatically Close Bar Graph When Finished Note: Your institution may have permanently

disabled photos in certain areas, so this setting
might not be changeable or have the direct effect.
Contact your system administrator for more

¥l Show Full Page Report Browser View details.

Play Emor Sound on Error Messages
Verbose Accessibility (screen reader)

Form Background
Light (=« Medium Dark

OK Cancel Restore Defaults
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Primary Color: This affects the color of the main header in Colleague.

Number of Search Results Per Page: Choose the number of Cards and Rows displayed in
the Search Results panel.

Checkboxes: Allow you to toggle error sounds, screen reader, and report functionality in
the Ul.

Display Person Photos: Enable or disable the display of photos in the Context area.
Person photos are currently not enabled in the Colleague system.

Form Background: Adjust the form background colors to your liking. This setting is
specific by user.

Refresh Browser Session

Some browsers (specifically Chrome) do not manage cache memory well in all circumstances. If
you notice your session become sluggish, choose the ‘Reload Browser Session’ option to clear cache
memory in your current browser session and stay logged into Colleague. You will likely notice an
immediate speed increase in the Ul after using this option.

If you have a form loaded in Colleague, clicking the Settings menu will allow you to change the
way you interact with the form by giving you the option to show and customize the field sequence or set
the Form Scale (or zoom) properties of the form:

Preferences

Show Field Sequence
Disable Custom Field Sequence

Customize Field Sequence & Properties

Set Form Scale Default

Clear All Form Scale Values
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Customize Field Sequence & Properties

Custom Field Sequence & Properties: NAE - Name and Address Entry @ X

Current ﬁeld Next 1ield:]

|__IMake this the first field on the form Required Customize for:

|__|Make this the last field on the form Inquiry Only Copy to other users
No Access W Save | Cancel

oo — pesenio (i |
Name LFM ] [BE | |
Suffix | Additional Info
Address i 7] 6 | Employment Info
cszeny T I - o —
Res Cnly/State =] =/
Country = Source 1 mE
poecaee | @O B0 @0 |
Origin/Date 20 13] | ()
ssN ERRT L= 51[20) Birth Date EEJFFJovotnono | ()
Etnicts) | 1 | ERJEA | agrcngse [BE |
Race(s) | 1 | EHIER) \ Prior Address Change
Archived Etnic - EEJFY) | Ssource ﬂ:\
Mail Codes i 36)25 | ey f @
E-Mail Address(es) Preferred
: o)

Pref Name Ellucian ‘
Mail Name 1 Ellucian

Changing the field sequence on a form is done on a user by user basis and can be helpful if you
need to tab through a form in a certain field order. For instance, what if you wanted the Last Name to
be the first thing entered on the NAE form, then the First Name, then the E-Mail Address. Here are the
steps you would take:

1) Click the Name LFM field (13) and select the checkbox ‘Make this the first field on the form’

‘ |#|Make this the first field on the form

This will change the field from position 2 to position 1

2) First Name (14) is still the next field in the sequence. Click the number 14 to select the field

(14 2 [
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3) Choose PERSON.EMAIL.ADDRESSES from the Next Field dropdown:

Next field 38 - PERSON.EMA v |

And now the email address is the third field to be entered on the form:
E-Mail Address(es)

T B 38 3

Preferred

24

4) Now click the ‘Save’ button and your field sequence customizations will be stored

Customize for:

[ ELLUCIAN (Me) |

Save Cancel

You will see a message similar to this:

Flease close and reopen the NAE form to allow

all custom field property changes to take effect.

When you close the form and re-open it you will notice that the field sequence has been
changed. Hit the ‘tab’ key to hop though the fields in the new order you just set.
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You can also use the ‘Disable e | eucian B
Custom Sequence’ option from the Preferences
‘Settings’ menu to revert to the default
settings for the screen and your
customizations will be overridden as Show Fielc Sequence
long as that option is set. v Disaoie Custom Fild Sequence

Customize Field Sequence & Properties

Set Form Scale Default

Clear All Form Scale Values

If you no longer want the custom field sequence you set for the form you can choose to ‘Clear
All Fields’ and then save your settings so that the Ellucian-delivered default field sequence will be used
on that form:

Clear All Fields

Customize for:

[ ELLUCIAN (Me) )

Save Cancel

Clear All form Scale Values

If you no longer wish to have your form scaling defaults set for Colleague, you can clear them by
choosing the ‘Clear All Form Scale Values’ option. The system will ask for confirmation before your
settings are cleared.

Confirm

This will clear all saved form scaling data and reset all forms to their default sizes. Are you sure you wish to
do this?

Ck Cancel
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Keeping Track of Favorites (Forms & People)

There are certain forms in Colleague you use on a regular basis and some you use only a few

times a year. With the ‘Favorites’ option you can save these forms and organize them into folders similar

to the way you organize bookmarks in a web browser. This way you don’t have to remember those

important forms only in your head.

To favorite a form, click the star icon next to the
form title once the form is loaded.

@®@ COLLEAGUE UI fo

< Ellucian Ellucie
@ 9
A

NAE - Name and Address Entry 1y

To favorite a person, click the star icon next to
their context card. If multiple records are in
context you can choose to add all of them to

favorites.

X
Ized: STA 7:?
sition:

T cancer J cancet s

The Colleague Ul gives you the ability to organize your favorite forms and favorite people with a

folder structure. To create a folder, just choose ‘New Folder’ in the ‘Add Form to Favorites” menu. Once

the folder is created you can choose to save a form or person into that folder by selecting it from the

‘Add to Folder’ dropdown.

Add Form to Favorites

@ X

Form Name

(Name and Address Entry{NAE)

Add to Folder

Form Favorites

Add

Cancel
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Clicking the favorites icon at the top left of the Ul will open up your favorites menu so you can
see all of your favorite people and forms:

Favorites

Select one or multiple people. Select a form, or select both people AND a form

FAVORITE PEOPLE FAVORITE FORMS

8 Datatel Datatel &? Biographic Information(BIO)

& Ellucian Ellucian £&° Name and Address Entry(NAE)

£ Student Profile(SPRO)

You can open one of the Favorite People into one of the Favorite Forms by clicking on a favorite
person and a favorite form and choosing ‘Open’

Favorites @ X

Select one or multiple people. Select a form, or select both people AND a form.

FAVORITE PEQOFLE ; FAVORITE FORMS

~ 20195P_students_to_review (2) & Biographic Information(BIO)

& Datatel Datatel

& Student Profile(SPRO)

Open
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You can remove forms or people that you no longer favorite. Just highlight the person or form
you want to delete, click the three vertical dots to the right of ‘Favorite Forms, and choose ‘Remove
Selected Forms’:

FAVORITE FORMS [
Collapse All
Expand All
Rename
Remove Selected Forms
This

A similar operation can be performed to remove folders and Favorite People.

Shared Lists

You can share lists of person records with other users by clicking the three vertical dots on the
Favorite People menu and choosing ‘Create Shared List’:

FAVOR|TE PEQPLE (|

Create Shared List

Collapse All
Expand All
Rename

Remove Selected People

A Shared List can be created from any folder in the Favorite People area that contains favorite
people, including the default folder.
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Favorites @ X

Select one or multiple people. Select a form, or select both people AND a form.

avol Create Shared List @ X

&
Shared List Items
1=

(Datatel Datatel
Ellucian Ellucian

Shared List Names

[ELLUCIAN_exampie] |
Recently Created Shared Lists

Create Cancel

Open

Choose a name that is appropriate for the list of person records you are sharing.

You can view the 10 most recent shared lists created in Colleague by accessing your favorites
and choosing the ‘Recently Created Shared Lists’ option from the Favorite People menu.

Recently Created Shared Lists

Showing up to the last 10 Shared Lists created:
« ELLUCIAN_EXAMPLE
Created Mar 05, 2012 - 2 1D(s)

OK
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Shared lists can be accessed through the Advanced Person Search
shared list name from the dropdown menu and clicking ‘Search’.

Advanced Person Search

Name Shared List Name

functionality by choosing the

B |

Name

Recently Created Shared Lists

Source ELLUCIAN_EXAMPLE

Once selected, the items in the Shared List come into the Person Search.

SEARCH RESULTS FOR :
PERSON
;LIST ELLUCIAN_example

E BH | Form-less Person Search v/ Input Dm

DOB: 01/01/1970

1 Datatel Datatel
1D: 0000031 Where Used: STAVEN,FIN
E-Mail: Emp Position:
2 Ellucian Ellucian DOB: 01/01/1970
ID: 0883771 Where Used: STA
E-Mail: Emp Position:
Add 1-20f2 @ @ 0 Selected | | Select All

Shared Lists also get saved in Colleague under a saved list name that is the same as the name of
the Shared List and can be accessed on SLED if you have access to edit saved lists.
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Printing in Colleague

The ‘Printer’ icon enables you to send the current form and its contents to a local
printer or to a pdf document if you have a pdf printer set up on your workstation. These pdf screenshots
can be very helpful when working with Information Systems to troubleshoot Colleague or to document a
student’s record at a point in time.

@ COLLEAGUE UI 2 D

e Ellucian Ellucian
N

NAE - Name and Address Entry 17

Printing Form Data

When you are in Colleague form that is displaying information you can click the printer icon to
bring up your computer’s print dialog and specify whether you want to print to a file or a printer.

. 2122019 Datatel Colleague R18_Production - [sql
Print gus IR feslprocl

> Printed on 2112119, 12:30 PM by ellucian

Ellucian Ellucian - 0883771
Birh Date- OU011870 Eriry Diate- 02082019 Vihere Used: STA
Emg Postion:

Total: 1 sheet of paper

m Cance‘

Destination = Adobe PDF

EMaic

NAE - Name and Address Entry 77

Pretx | ] Personin [oegaTr1
Mame LFM |Ewcan Elkxian
-}
Change... sutx | adationatinto [ | (5]
agaress || 1 1@ empoymarninte. || (0]

Pages ® al e

Res Cnty/Stats.

QO eg.1-581113 Gountry | | sows |1 [
PronmiEsrtypa [ 1) [ W) ]
anginsia (
Layout Portrait - ol sax | Birth Dato otmaT)
emecis | 1 i aar G sre
FRacels) 1 Prior Addrass Change

Color Color - ' )

archived Emme | | seuwca |

Wal Codes | 1| | Datey | [
- EMail Address{es) Prafarrod
More settings v —
¢ 0 [ (]

Prothame [iucan Exucin

Print using system dialog... (Ctri+5hift+P) [ teattcans || 1 ] [P

Any items that are blocked from view within a Colleague form, such as SSN, will not be printed
to the physical printer or pdf file. This ensures that sensitive information is not displayed where it
shouldn’t be.
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Printing Report Results

Many screens in Colleague produce printable reports. Sometimes these reports automatically
send results to a printer without producing a report to your screen. Most reporting screens give you the
option of printing to a physical printer, or the ‘Hold/Browse’ file directory.

If you are printing to the Hold directory you have the option of printing to your own private
folder where no one else will have access to your document. You can choose this option from the
‘Security’ dropdown:

Output Device  |H Hold/Browse File Quiput hd
Printer
Form Name

Banner

Copies | PB Public

PR Frivate
DeferTime | gy spareq

The default option is ‘PB’ Public. Choose the ‘PR’ Private option if you are generating sensitive
information that you don’t want others to have access to.

If you are printing to a physical printer select the ‘P’ option and either enter the printer name in
the ‘Printer’ field or to a lookup by clicking the lookup icon to the right

Using Attachments

Colleague is not meant to be a document repository, but the user interface does provide a way
to view attachments that were uploaded through Self Service. If a document code is set up for
attachments, the paperclip icon on the left navigation menu will turn white indicating that an
attachment can be accessed for that particular communication code using the CATT screen.

Attachments are stored encrypted on the Colleague application server and are not accessible
outside Self Service or Colleague.
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@ COLLEAGUE UI

Menu

Select ltem

CMC - Communication Codes

CATT - Communication Attachments

Selected Item

|

8 CRI = CATT - Communication Attachments ¥y = Save All Cancel All
I3 B k< [t Joft > i Explanation No Values

Person lDouglas Nasalroad ]

Code |FR19CSSN Description [1920 Soc Sec Card ]

ion 1

2

Office IFA Financial Aid ] Assign Date 03/28/2020 FA Year | 2019

Allow Attachments

Status Iu Uploaded v] Status Date

Instance | ]
Comment | =
Action Date [:]

Click the paperclip icon to open attachments
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View Attachments

View, download or delete attachments.

Upload New Attachment

[ Choose File | No file chosen ] Upload

Accepted File Types: ( .pdf,_jpg,.png,.gif, _bmp, bm_tif_iff )
Maximum File Size: { 20 MB )

Attachment_example_test.pdf

Depending on your access you can upload, download, or delete attachments

Colleague Messages

Colleague Broadcast Messages

Sometimes it is necessary for the Colleague administrator to send out system-wide messages for
all Colleague users to see. They look similar to this:

System Message - Informational

Colleague will be offline tonight from 8pm to 9pm for system
maintenance. An all-clear message will be sent after maintenance is

completed.

Dismiss
Informational messages will include the ‘System Message — Informational’ title indicating that

this is not an error message. It is just informational in nature to inform users of Colleague of an event
happening with the system.
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Colleague Error Messages

Sometimes when working in Colleague users will experience error messages. These messages
may be indicated with the word ‘Error’ in the title and are more serious than informational messages.
Some may not include a title at all. These error messages indicate that something did not process as it

should have.

These are some sample error messages:

Error

Invalid context COURSES specified for search

java 5ql. SQLException: A connection attempl failed because the connected party did not properly respond
after a period of time, or established connection failed because connected host has failed to respond at
com.datatel server.sql.tds drivers. DDBCSqlServerPreparedStatement executeRpc(DDBCSqlServerPreparedS

Session <sqgl1830916605> not found on database server

Please try the process again to see the error reoccurs. If it does, submit a help ticket to the
District Office to notify the Colleague administrator of the issue as it may not be limited to just your user

account.
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Please Wait ... Dialog

Some Colleague processes can take a while to generate results due to factors such as running
multiple calculations or lookups per record in order to produce a report or update records in batch.
These transactions involve large overhead and use of system resources. In previous Ul versions it was
difficult to tell if the process you initiated got hung up or was still processing in the background after a
certain amount of time had passed. This would lead to end-users closing out their browser window to
login in again, creating another Colleague session and possibly leaving the previous session open in the
background.

To indicate that Colleague is still processing your request, the ‘Please Wait’ dialog will pop up to
give an informative message regarding the transaction. For example, this pop up happened during a
Person Search for the name ‘smith’:

Please Wait ...
Searching for smith
Please wait while Ul continues to process your request. If this dialog does not

close after several minutes, please contact your administrator with the steps to
reproduce and the following event information: Header Search

Clicking the 'Close Dialog' button will not abort the process.

Close Dialog

When you see this dialog box you can leave it up or click ‘Close Dialog’ to close it. If you choose
to close it your process will continue to run and results will be displayed after Colleague has finished
processing the transaction.

Logging Out Of Colleague

It is important to close out your browser session properly so Colleague can release system
resources and disconnect your user account from the SQL database. When you are done with your
Colleague session, use the ‘Log Out’ button at the top right of the screen to exit Colleague and close
your database connection.

EESE
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Depending on the browser you use to access Colleague you may also have to click the exit
button to close out the browser session. For example, Microsoft Edge will close for you and Google
Chrome requires you to manually close out the browser after logging out of Colleague.

Logged Out. Please close the browser window if it
is not closed automatically. Your Session has
successfully ended.

SCCCD - SQL_Prod

User name

User Password

Requesting a Colleague Account

Some job functions require access to Colleague to enter information and run reports and some
do not. If your position in the district requires access to the Colleague system for view-only or
maintenance access have your supervisor fill out a Colleague Request. Once submitted and approved by
the supervisor a ticket will be created in the District Information Systems ticketing system.

Training Opportunities from Ellucian
District employees with access to Colleague also have access to training materials provided by
Ellucian. Many of the on-demand courses are free. Visit the Ellucian training site to access Ellucian

training materials.

To sign up for an account to access the Ellucian training site, visit the Ellucian account sign up

page and enter your employee information.
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https://forms.office.com/r/gx1aee5JbC
https://training.ellucian.com/
https://clientapps.ellucian.com/signup
https://clientapps.ellucian.com/signup

Version/Change History

Version

Change Description

Effective Date

1.0

Initial release

03/04/2019

1.3

- title changed to ‘Colleague 5 User Manual’

- removed WebAdvisor help servlet example

- added ‘Requesting a Colleague Account’ section
- formatted for accessibility

06/26/2019

1.4

- changed Colleague login screenshot

07/28/2019

1.5

- changed title to ‘Colleague Ul 5 User Manual’
- updated Colleague version to 5.10 in intro

11/07/2019

1.5

- updated Colleague version to 5.13 in intro and screenshots
- added ‘Using Attachments’
- added screenshots in ‘Logging Out of Colleague’

05/04/2020

1.6

- updated Colleague version to 5.15 in intro and screenshots
- added ‘Colleague Messages’
- added ‘Training Opportunities from Ellucian’

11/03/2020

1.7

- removed Colleague version from screenshots for maintainability

- removed references to Ul 4.5
- removed differences between Ul 4.5 and UI 5
- added link to new Colleague Request form

05/07/2021

1.8

- updated Colleague Ul version to 5.24
- updated some grammar for consistency

- changed savedlist to saved list

11/15/2023
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